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ABSTRACT ‘ 
’ Basic guidelines” are off as for the “‘teactiel or 
_cooxdinator who js ‘working with second year Industrial Cooperative | 
“training students (genera lly students: at- the twelfth grade level). 
The contents ‘are organized into 12 units,, with each unit including 
two to five lesson plans, transparencies (coded ann), handouts (coded 
"H"), ‘and a bibliography section which suggests teaching sources, 
Each. Lesson contains a stated ‘subject,’ objectives, and lists of 
teaching ajds materials, and in most cases, references. Unit - 
‘headings are (1) Advanced Employer-Employee Relations, (2) Small - 
‘Business Operation, (3) Job Safety, (4) Advanced Communications 
Skills, (5) Understanding Insurance, (6) Con$umer Decision Making, 

(7) Curredt Problems in Industry, (8) How to ect:-and Evaluate a. 
Company, ‘for. Permanent Employment, (9) Post High School Education and 
Training, (10) Fate Giarieieabaon, 411) eueeas Awareness, and (12) 
How to Invest. ny . 
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* Ee Preet es Debi cy are often encountered and: ‘this affects the quality -_ 
* of the microfiche and hardcopy re productions ERIC makes ‘available  “* } 
* via the ERIC Document Reproduction Service (EDRS) \ EDRS is not. #e 

te sponsible for the quality of the original document. Reproductions * 
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FOREWORD 


Through’ the years the ICT program has proven Ltuelf to be one of the 
moat successful forma of vocational training. ‘the three-way combination 
of supervised on-the-job training, technically related study and the LcT 
" generally related units have produced a worker who Js not only trained 
in the manner that the Individual employer declres, but algo posnaesacs a: 
\ . well rounded background Ln human relations and a gongead SHON ane of busi- 
|. Mess operation. . oS 


The tanual which contains lesson plans for the ICT Lf General Related 
\ Study Unita should do much to assist the IC? coordinator in developing an 
\ even stronger program. ,Each coordinatpr 18 encouraged to sitpplement «the 
| suggestions offered in this publication with additLonal information and 
yaried teaching methods, 


The State Department of Education, Trade and Industrial Education Ser- 
vice, is grateful to each person who had a part in developing thls pub lica- 
\ tion and is anstous that it be used to further strengthen the Industrial 


iesenoranive Training program. ’ 
\ . , , : 
\ : William P. Vaughan, Supervisor 
\ . : _ Trade and [ndustrial:Educat ton 
. . 3 and 
y : " Mack Canterbury, 


_ Assistant State Supervisor, ° 
Trade and Industrial Edueat fon 


ENTRODUC TION 


Thid Corrtenlum Guides for Tndastrial, Cooperative Treainany LL WAS deve l= 
oped at Virginia Polytechnic a ancaod and State University asa edtiminatien 
of several\ summer work: Throughout, the development, arbent ior was 
centered off improvement of work done previously by coordinators in Virginia. _ 


thoas, 


A great deal of emphasis wa 4 placed on makina each lesson relevant. | ; 
through thik use of car frame a, real-life examples and transparencies. 
Through thie use of such media it is antiefpated that the content can be sade: 
quite appen Ling to young people in TCT prosr-ams. 


305, 


J : 

The sample lessons fn this guide are suagpentive only. The pudde is not 
intended for use asia formal course of shady to be followed rigidly, but it 
does offer hasic pu ide lines €or the coordinator whe is working with second 
year Enelunt rial Cooperative Training, student p. 


* 


Supplementary materials are coded as '"M" (Transparency) or UH" Cfandout). 
The identifleation coden used are as follows. \ 


i Es 
* 


Transparency 2) 2473 which means: TCP Pook (2), Unit 2, Lesson “4, 
‘Yrangparency Ne, 3 . 
Handout (2) 3510 which, means: TOL Books (2), Unity, Lesson 5, Weanel- 

. out No, 1 
_ 

Fach anit is organized as follows: Lesson Plan, Tr ang Sane his Handout fy 
Bibbiopraphy. Although the seqsenee of use de aiven in the Fessen plan, please 
feel free to utilize these mitertals in the order which bept saftts your needs, 

The bibliography seetion sugeests meaching sources. Some of these meter 
ials are peblished for freo Hstribution ang hence are aval lable onty wh the 
the snp: aby Lasts. Tt is advisable to writy for Pree catadod: from the Lfsted 
sources in order te determing the current tities availabla, Tt is a good idea 

- ta ask for a complimentary or examination cope of materia ts. dn the anrual 
editfon of Free and Tnexpens ive Teaching Materials _ Gear yes Peabody Gol Lege) 

sot considered bere, Noo Pihwary is alse an ex- 


vou mi 1y find mw any resoure 
eellent sotzree of information about teachime materials 


“his book is intended as a poide foy Tedustrial Cooparative Training Ul 
whieh to generally taught at the twelfth yrade devel, An industrial Cooperative 
alas available in a atnilar fer to be assed at the elavermth 
MALE: Thforart fon and 

Virysinta 23216, 


training To puide is 
r af 
‘arace lavetl, Both guides may be purchase from: 


Lieations, State Department of Edueation, li ehun: 


F After usine this pide we would appreciate your suggestions on how too ime 


prove farther publications. Phoaste send your cortvibuttons to ot ther oof the 


telLowing individuals. 


Robern YP. Braden Lester Gs. Tren 
ICT Gop ré tater Division of Vgeational az 
' Grove lou Weigh Sehool * Teehnica lL Education 
2709 eookins Taae Galle ye: of Hducatinn 
“Alexandria Pi Vitginca DPolytectinic ‘Inecltct. 
: , mn State University 
eo . > Blacksdurys, VA 24051 
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. GENERAL, INFORMATION. FOR PARTICEPATION IN "ee 
r - INDUSTRIAL, GOOPERATLVE TRAINING TL : 
ee hy po g ° ‘ . » . 
‘. = io ke 2 ‘ : 
" “@redits:' _ - 2 or 3 units rs 
| — Maximum Class Time: - 165 hours 


' tor 
Minimum On-The-Job Experience , 540 hours 


Maximum Students Per Class: | . e- | 20 studenfs 


3 


fy 


‘Prerequisites: 
1, ° Achievements, of Industrial Godperative ‘raining Level I 
ob jgetives. . hoot, ; 
2, At least 16 years of age, 

z ce v i , x > ; 
‘3.- Completion of TAH grade. : . 
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UNIT 1. 


te § Be «. tex, 4 
| BEHAVIORAL OBJECTIVES FOR - 


INDUSTRIAL COOPERATIVE TRAINING LI 


“ADVANCED EMPLOYER- EMPLOYEE RELATTONS + 
Lesson ig Promotion, “Pay- Shier diiads: and Neeadaat tok of Employment 
a,* The student will be able to .deseribe ways of 
: _ obtaining promotions and pay increases. 
\ b, ‘fhe student’will beable to discuss whys pf 
, terminating emt] oyment. , { 


Lesson 2 Employer and Employee Legal ‘Obligations 
. “+ a.! The, student will’ be able to explain ttie 
~ employer's legal obligations to hn-employec. 


b, The student will be able to describe the 
ampiéyee's Legal obligations to an employer. 
{- . ¢, Students will be able to discuss. advantages . 


2 Net, one and disadvantages of pinpLoyment -contracts, 
SMALL BUSINESS OPERATION - % 
Lesson 1» Sromiocorckin’ Paytnership, Corporation, and 
' » Franchise, . 


a. Tha student will be able to discuss the basic 
advantages and disadvantages of the proprietor 
ship, partnership, ecrporation, 


3 2 : : prt sin 
. Ns 
Lesson 2 baie Business Operation. 
: ‘The student will.be able to identity and 
discuss the main'points in organizing\and r 
: operatiyg a small business, *! 
JOB SAFETY , P 2 % 
Lesson 1 How To Give re een For iets On.The Job, 
‘ % a, ‘The student will be able to give imitial 
' : treatment for fainting, aa wounds , electr: cal 
—- shock, and‘ gas pease : 
Lesson 2, Safety Rules For. Eteeties cal Power Tools 
a. The student.will’ be \ble to use and store ‘ 
electrical power tefls safely. 
. ~ “a ‘ : 
Lesson 3 Classification gf Fire Extinguishers 
a, The student will be able to Chane ey fire | 
_ extinguishers. - . | 
be The student will be able to select the best 
extinguisher for a given situation, “i ( 
¢ 
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“UNIT IV. 


‘ 


UNIT’. 


‘ 


UNIT VI, 


ADVANCED COMMUNICATIONS SKILLS 


Lesson | 


a “i 
Lesson 2 


_ UNDERSTANDING INSURANCE 


Lesson 1 


Lesson 2 


v, 


\. 
ee Insutance’ 


Lesson 3 


Lesson 4 


‘ 


’ 


CONSUMER DECISION HIRING 


Lesson 1 s i 


Lesson 3 


. 


ke 


a. 


. Conducting Informer Meet tage 4 


The Hepat kee be able tau Lead an informal 


‘meeting, mal 


intain interest of hls subeordin- 


, ates and achieve an assigned objective in 


SENS AE ENs 


Public Secaictnn 


. The student will devalone confidence 80 that 


ra a 


he may express himself and relay.. Lnfoxmations 
to a large group of people. ‘ 


Fog 


Why Yaeuranea? 
The’ studeht will be able to deséribe the ton- 

" cept of different types off insurance and define 
principal terms, 


a? 


t 


' 


Automobile ‘Insuragce 
The student will be’ able td, describe the 
geese caverages, of automobile insurance 


Hospitaligétion Tacuranes 


a. 


and be able to correctly comple tq. a Virginia 


Accident) Report. 


' 


‘ 


. 


* 


_ . ; & 


The student witl be‘able to. de£ine principal’ 
terms and differentiate among, the four anne 
of lift dpeuranees a 


oe 


+ 


. 
* 


The student will be able to discuss, ee various 
hospitalization coverages 


The 
on the’ purpose, 


= 


- 


use, 


' ‘ : 
Financing Your, Buying 


ed. 


Sound Buying 


tay 


The 


€ importanée of credit oa 
student, will be able to write a. short essay 
and cost of credit. ~ 


Thy 


student will be able to discuss three types 


of financing available, and the adyantages and 


disadvantages of each, 


Habits 


The student will*bé able to complete a case 
’ study using sound buying habits, based on 

materials covered in this and the previous 

two lessons. 


“30 


ix 
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UNIT VII. 


UNIT VIII, 


UNIT IX. 


ro - 2 we 
UNIT XI. 


UNIT XII, 


CURRENT PROBLEMS IN {NDUS‘TRY 


Lesgon 


. ‘y prob lems, 
al \ - , : 4 
HOW TO SELKCT AND EVALUATE "A COMPANY FOR PERMANENT EMPLOYMENT | 
¢ 
ae 1 How to Select ned Evaluate a gana for Permanent 
3 ; Enp Loyment 
a, “The student will become familiar with criteria 
used in evaluating:a company for permanent® 
- employment, : 
POST HIGH SCHOOL EDUCATION AND TRAINING 7 “2 
. : . yi ‘ 2 e / - 
Lesson. 1 Post High School Education and Training ~~ .,- “ 


ay 


VALUES (Optional) 


_ Lesson’ 


+ ye 


a! 
ae 


r 


[ 


=} 


; , ° ‘ : . 


Absentee tai and Theft ‘ 
a. ‘The studént will be able to identities the 
causes and effects of absenteeism and ‘theft 
in industry today, \ a 
j 5 . ‘ « oe 
Environmental Problems La’ ‘Industry ad rs 
a. The student will be able to des scr ite causes 
and effects of envirormental problems in’ 
industry and what cdn bé dona to pEcven such 


ae 
a. The student will be able to list and. discuss * ' 
‘each of the available past high’ school education 
and training programs, 4 


-f 


5 


, 


Work yalues 


+s The student will be able to List or descr ibe 
oh ‘ten’ vadues that are considered good work 


habits. ; ; 


SOCIAL AWARENESS ine 


Lesson 


1 


Basic Sycial Competencies in Everyday Life 

a. The student will be able to List and describe 
the correct procedures to follow in everyday 7 
living.., “i 


CREATIVE THINKING IN INDUSTRY (Optional) 


Lesson 


1 


Successful parenos: Za " 
a. The student will be able to create a significant 


change in a device or a condition, 
4 


i = ,f - . 
* ‘ / ‘ 7 4 a ea Bae 
: oy ‘ — A, 
. = . \ : . i. ‘ 
. UNIT x1, CREATIVE nnie IN. INDUSTRY (cbuei maed) ‘i Lites 
= : ¢ ' : . : . . ok ’ : “4 . vg 
- les Son, Be ' Ques 8 tions “for Invent ing . . a ie im 
7 wy a a, The stti@ent will be able to list’ and discuss 
? ig 4 Pace : ‘ 
: Poor 2 , three basic questions askedyby inventors when 
Pe - % f 3 eS : 
7 ; wa eonane: ° coe 
~ Peas : 
ae : Fe@eson 3. Aids 'ii- Lnve nt ing 
oe ge ia. 8 a. ‘the student. » AJ), be able to Liscuss and use | -the , 
3 ; =“ aids In invel ting. ae 
; . : ' 
— Lesson-4 | Forces “that Affect Inventions, _ ae 
ar ~ ; a, The student will-be able to define or discuss: 
‘ As ae : the \phys icqd forces und conditions ‘imposed . pana 
: e+ >t én development of invert ions. a 
‘ Lesson 5 Patents . e. Fie ie are 
| og a. The ‘student will bat ‘able to discusg and describe , 
ae ae - protection of inventions. © sy po 
ry =" ay a i ¢ asf a ms S 
von : : rn ail i a ; - 
; : P 
a fou , - 
; ‘ } ‘ 1 a P ; y 
/ eae ’ cee ‘ ; F 
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UNIZ 1 ~ 3 


ADVANCED EMPLOY ER~=MP LOY SE RELAT ZONS 


Lesson 1, Promotion, Pay Increas2, and Tetmination o f E=ploy ent — 


Lesson 2, Employer's and Employee's Le Zal Ob ligat dons 


o.. 
ERIC 


INSTRUCTOR'S LESSON PLAN ; 
Generally Related Information ; 
‘ 7 4 Unit Ab 
i . . Lesson] | \ 
SUIJZCT + Pretocion, SaLary Increases, and Termination 
of Inployment . * e 7 ; 
OBJECTIVES | The student will be able to deseride ways of obtaining 
YS Sromotions and salary increases. 
‘The student will be able to discuss ways of terminating . 
2np loynezt. - 
{ 


TSACEING Als: Werhead projector, filmstrip projector, 


MATERIADS: Sta in. With it and Getting Ahead ; Changing Times Education 
4 Service, 1729 H Street NW. Washington, D.C. 20006. 


Tramsparencies (2) 11H1, Handout (2 1L1H2. 


REFERENCES : stow You Can Get a Better Job; American Technical Soctety, 
B48 E. 58th Street , Chicago, Illinois 60637, 
what Em Zoyers Want; Science Research Associates, 57 W. 
7 Catard Aye., Chicago, Illinois 60611. 
Suc ceeding in the World of Work; Grady Kimbrell & Ben 3. 
“inward, McXnight and McKnight Publishing Co., Bloomington, 
lldnodg 61701, 


1. PREPARATION Cof the learner) arias 


A- Shew € {lost Elp: Staying With Lt and Getting, Ahead, 
BH. Pre-test: Refer to (2) 11H. 
C. Cite real life case situations applicable co lesson eb pes thoes, 


Og tg 
2, PRES INTATLON (of ¢ he information) 
I 


NSTRUCT ION AL TOPICS KEY POINTS (things to remember or say) 


A, Featet 9re and Conele dons tor A. This section explains positive 
cong dder 12 p romot dons conditions desirable for future 
arad Balary tncreages, , benefits, 

Ll. Auman Rel ations lL. Disenss/class participation 


en the kind of human relat lous 
which will promote these benefits. 
2. Fan aib Je Fac tors ~. Discuss and define the following: 
Quality of work, Quantity of 
work, Sentority, Snowledse of 
Job, Tratning. Use (2) LITL,2, 
3,4,59, and 6, 
3. Sot ang Able Bay ters 3. Discuss /deseribe the following: 
: = Ability to think, Adaptabtl ity, 
7 ; Infetatlve, Good listening habits, 
Cooperastvenegs, Attendance 


oa 


and Punetuality. 


io 
a 
‘pce 


o.. 
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ob oil 
oe say) , 


joins ie oasis Wace 


things to remember 
nings fo remember 


B. Discuss and deser{be the different 
possible prométions. 
° 1. Departmental 1. This £8 your first step of 
st advancement, 


2. Job with more responat- *. Discuss the necessary attitudes 
bility within the company. and qualittles tor,promotion ta 


this position, i.e, work, poli- 
ties, etc. . 


3. Job fa responsibility 3. Discuss the difference in tha 


3 
with another company , hew environment, svstems of 
; achiLevement, personalities of 
, different polities. 
LZ é . ¥ 
&. Methods Of Lepminet ing C, Detine the different methods of job 
Employment 3 termination. 
Ll. Permanent se timinatton eee 1. Discuss and demonstrate the 
= w. different methods of terminating 
a job; advance notice (oral, letter), 
” released, (fired), mutual agree~ 
ment. 

; -. Use handout in demonstration of 
letter (2) 21N2.) Ask: g Are vou 
legally or morally obligated to 
give not lee? 

' % 
3, APPLICATION a 
A Have students iwele phay ottuatlous which will er eC re i rey 
{ncrease6 and promotion. . 
8. Have stucents role play situattfons whtielywtlk effect theli turase 
employability df they do not adhere to Proper termination proceduces, 
4. TEST yo 
A. Write a short essay won tar toia witicl: eae. an ellect valpromot bon 
and salary Increases, 
bh. Write a short coneise letter of fet Cermfinet ton, 
SUGGESTED ACTIVITIES: 
t 
Have speakers give ahort seminar on wayo of obCatafay promot tous ari 
salary Lnereanes. Invite emplovers, labor leader, or former LCT 
student. ‘ 
r . NEXT LESSON: Employer aad Employee Legal Obdiosae¢itone \ is 
{ 
ca a 
A 
aed 
3 t 
ad = 
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ERIC 


Prare ronandr ene 


HIS BES 


as 


UAL TY WOR: 


a 


abby LY DQ 


HIGH CAL;BER pails 

— ALWAYS LOOKING FOR | ar by 
_ WAYS TO IMPROVE © | i 

EAGER & WILLING Sra 

HS (MANAGEMENT MINDED JD 


7 ‘ . trey 
x lah 


STAND PAT CPE ‘| \gh 
we bat & ae +b Wt oo. 


@ ~~ INTENDS TO STAY THAT WAY - a eee ‘\ 


CHANGES ARE FOR OTHERS - 
TO MAKE : pS 
. "HAS SET IDEAS 
SELF -SATISFIB® 
JUST DOES, THE JOB 
LET'S’ SUPERIORS DQ ALL 


“THE THINKANG 


GOING NOWHERE 6 5 & HAPRY -j 


* 
fore 


HOF Z ONS wes oye 4 Me af Tate (OP 
OE Tea TOTEM : 


ENOUGH ? oe 


rr a ila ae 
Cy WONDE JER.) 
ey. o | Kat 


Ree A oe 


we 7} ee : | 
pad gfe yn a oe 
ay it plik. 
AE . se AP met 
; . eZ a 7 St 
Yy | Q-- 7 ch eet 
Wo SS, ; Ln. 2 voy 
Ser no hh " 7 
~ a . 2 yy | ‘ tf 
eS ha 


‘WAS [1 I GOOD ENOUGH? 


* 


“SBM IS. POKEY 


“ GUT. ACCURATE 
| ° ‘ae \ a 
: j — 4s 
& 


JOE. 1S ¢ a 
“BUT ena: 


b 
- 
g 


“abe JANE HAS TO | 


cORRECT JOE'S. WOR 
AND FINISH THE RES : a 


OF SAM'S WORK, 


o 
Pras pore vy t2) 01 f 


| vy 


| IT MAKES A 
DIFFERENCE 


r 


, mp isparenesy (2) Per 
ERIC paneer’ 


od 


JOB 


AND TRAINING 


ae 


L 
a Trinspatroney €2) Tire 


1 


EMPLOY ER-EMPLOYEE RELATIONS 


PRE-TEST . 
* ; ~ =% 


ro 


+ © ‘ 7 * q = f ‘ j 
i. When is the best time to find out about opportunities for advance- 
ment and pay imereases with a company? 


- 
2. What questions should you ask yourself about deserving a job promo- 
tion or a raise? ; 
, . a 


a 


3. ‘If you decide to quit your job,*What should you tell your emp Loyer ? 


4. What things sheuld an employer congider in deciding who will be 
promoted? 


9. List or discuss advantages ait disadvantages of emp Loyer-employee 
contracts. . ‘ 


y, . Handout (2) Lhith 
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Tou ; James Johnson 

‘From: Walter Smith : 

Date: 

Subject: « Resignation a8 Receiving Clerk 


This is to inform you of my resignation as receiving clerk and 


tarmination of employment with the XYZ Company effective (Da 


B 
rt 
rm 

Ne 


White my association with the XYZ Company has been relatively 


brief, it nas been most pleasant and is one that I end with regret. 


My Elrst responsibillfty, however, is to those for whom I must 
provide @ livlihood., With the uncertain security of my present 


employment and the lack of opportunity for advancement, [ feel 
4 2 . 


that £ gust accept another pusition whitch offers a higher salary as 


well as other advantages, 
ik shall miss my ee aa with the XYZ Company. The experience 
. 1 ‘ we 
and kmowLedge gained will be of great value to met in the future. I 
‘ i 


wish to“ expryss my dppractation to you for having piven me the oppor: 


’ 


Lumley to work tor the XYZ Company for the petst two years 


Very GCruly yours, 


Walt er Snalth 


SM? 


fw 2] Ieindout (2) LL? 


. el 
as ee 7 . : z U 
i: % ; SUPPLEMENTA 8 
TEACHING MATERIALS FOR ICT 
. GENERALLY RELATED LESSONS 
- oer - y Unit J 
—- : i : r 2 food Lesson 1 = { 
. = BOOKS : 4 : 
I Get a Job? Department)of Publicl Relations, General Motors, 
Detroit, Michigan 48233! ° ; ‘ 
Mow to Get Along with People and Get Ahead in Your Job,° H. K. Dugdale, 
The Kirkley Press, Inc., Timonium, Md. 20193. 
= u_Can Get a Better Job. American Technical Society, 848 E. 58th St., 
Chigago, Illinois 60637. 
Kimbrell, Grady and Ben §. Vinyard, Succeeding in-the World of Work. 
McKnight Publishing Co., Bloomington, Illinois 51701. 
Johneon-and Réssall. Personnel and Industrial Relations, Lrwin 
. Russ, Homewood, Ill, 60430. : : 
: , oar ose wee gy ; 
hat Organized bor Expects of Management. National Assoclation 
: of Manufacturers, 2E., 48th St,, New York, N. ¥. 10001, 
ah 7 ay 5 . a 
PAMPHLETS 


Wo 
What Employers Want DO. boa K@ocarela Asoug later | a/ W Gb int Alive 


Chicago, Illinvis 6611 


24 


22 


INSTRUCTOR'S LESSON PLAN 
Generally Re lated Information 


SUBJECT: Employer and Byployee Legal Obligat tons. 


OBJECTIVES: The student will be able to explain the employer's 
obligations to an employee. : ; 

The student will be able to describe the employee's 
Jegal obligations to an employee. ‘ 
The student will be able to’ ‘diacues sdvankaces and 
disadvantages of empfoyment contracts. 
i = 7 

MATERIALS: Employer-employee contracts, hourly reference guide, 

child labor provisions. Handout (2) 12Hl 


REFERENCES: Hourly Reference Guide: U.5, Department of Labor, Wage 
’ ane Hour and Public Contracts Division, Washington, D.C. 
22004. 


a oe 
Employee Rights and the Employment Relationship : is 
Selekman and Benjamin, Institute of Labor Relations, 
University of California,” ‘Bexkeley, California 94700. 
ae a sce tiger = 
1. PREPARATION (of the learner) er 
A. What it an employer aske you todo something auea Le! 
B. What A2f an employee refuses to wear satety glasses? 
C. What “f an employee violates a security agreement ? 
2, PRESENTATION: (of the information) ss —— 
_ INSTRUCTIONAL TOPICS ——__—aKEY POINTS (things to remember or say, 
oF 
A. Employer's Legal obligations A Sttese thal employes ts required 
to employecsa, by law to perform certain payrolls 
deductions, 
| Fayroll dédurciune dL. List of the blackboard and 
(written authorlzarios discuss the following! tnewsawe, 
by emp luyee) . social secuitty, income taxes, 
unton dues, bonds, eredit union. 
2. tLeG@al ligurance = Deseribe and discuss the follow= 
ing: workmen's compensation, 
yuctal security, unémployment 
compengation. NOTE: stress 
oe Seis pertinence. 
dQ. taster al Legal ab lets ea) plain and discuss wages, hours, 
ne mccupattanal safety lawa. 
“ NOTE: use hourly reference guide. 
Invite speaker from State Dept. 
of Labor‘ and LAdustry, ‘ ’ 
NOTE: stress overtime and min {mum 
provisions. : 
/ 
7 at 7 
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¥ = . 
TION (continued) 
FLONAL TOPICS 


(things to remember: or say) 


N. Stress’ t © mqral and legal. obliga- 
tran which: ¢he' employee has: to his 


“— winal over, ; 
° ‘ Le. Show dad discuss ‘empl overs 
‘ 3 . employee contracts. Stress that - 
; a breaking contracts can cause 
trouble im feture employment, 
os =. Stress: It is the responsibility 
aoe of the employee to adhere.to all” 
EG sefety regulations. : 
: er Security Sf. Jiscuss and explain that sn some 
4 ‘ jobs it ts necessary “toga reicipati 
fiz security cheeks «and/or bonding. 
NCTE: Tt may be necessary under 
certain cenditions to submit to 
by a lie Getector test. ¢ 
1 
‘. Advant@ges of av. letem cem- L. Stress Che numerous benelits derived 
tract For! erp toyet anal emp loya@e. ficmay elt ten contracts. : 
1. Duties [. OUftLes are spelled out for both 


CMpLoyer and employee. 

Salazy : 2. establishes the rate ar which 
wou are to be paid, vith any 
added stipulations tor pay inereses 


qe 


3 bem teu Ll. : ) Fstablishes contre! standards 
ovar possldde dictatorial er auto~ 
cratic employers. ; 
4 Pespoes bet toca (2 oa dbaa ley ‘ ade rst ard ing between employes 
rucdl emp leyee reselts to fewer un 
Kuowo sdtuet tons, thereby improv 
ings peodtretiun, 
4 Ives the emphoy,. a  vlCe ha ‘ 
deci ston mak tng. 
ie Be toga Jb. 4 QUA alt i loc ues the testi lotions on Patt 
Ipating toomb£litant actlous, of 
Che permtsster to partictpate in 
limitted actions. MOTE: Some jobs 
fhe Mon unberl theretore very 
detiatte: tales governing st rikes, 
ie abkoutss | mie. are [mposed. 


Vonehout (2) L2H. 


ba na i at ep oel Ws Ah aa u vecss the wartous disadvantages 
eORt facet be tweon ompl over and amployee, 

TP. Bor the omplorvet oosrehitos: (a) Addtttonal dut tes 
vot tbe fuposed without add- 
mal compensetion, (b) arbl- aed 

. ' Peary? dle mein dss spon emp love Os 

ave comtrolted, (ce) must show 

jst ecause ter dtemissal, (d) can 
hot show fotos, 
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ms __ INSTRUCTIONAL - oma) a ____KEY POINTS (t 


2. For the employee ; 2, STRESS: (a) individual’ raises 
wo are out, (b) compelled: to main- 
‘ tain a certain level of proficiency, 
4A” _ (c) union dues must be paid 
A, (d) financial burden on employee 
. if company strikes, 


K Have students role play Baolovedewanresne union and non-union 
situations. 

B. Have students bring payroll.stubs to discuss deductions, 

C. Have students calculate social security, taxes, deductions. 


A. “Have students list and discuss the legal obligations ahich exist , 
between the. employer and employee. 
B. Have students write a simple employment contract, 


* 


SUGGESTED ACTIVITIES: 


A. Invite a personnel manager to class to discuss the legal obli- 
_ gations of the employer and employee, 
'.B. Invite a guest speaker from the Social Security Office, 
Internal Revenue Servite, or a Meenas mediator. 


"NEXT LESSON: Small Business Operation | > So 
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Type of Engagement 


7 
- The ARTISTS consists of_ 


Down Payment 


Employer-Employee Contract 
_ | 
THIS CONTRACT for the personal services of musiclans, made this 
_day of_ _ » 19___, between the undersigned employer 
(hereinafter called “the. "employer") and a SC ARTISTS | 
(hereinafter called "ARTISTS")., 


WITNESSETH, That the employer hires the ARTISTS as musicians on the 
terms and conditions below. The. leader represents that the employees 
already designated have agreed to be bound by said terms and conditions. 
(Each employee yet to be chosen shall be so bound by said terms and 
conditions upon agreeing to accept his employment.) The employees 


“ severally agree to render cellectively to the aaa services — 


the orchestra under the leadership of_ 
as follows: 


Name and Address of Place of Engagement__ 


Date(s) of Employment 


eee 


Hours of Employment. lg 


Breaks (nuifber) length 


i 


musicians, and technicians 


ae rary 


WAGE AGREED upon § 


To be paid 


* ae) 


5 


ADDITIONAL TERMS AND CONDITIONS 


The employer shall at all times have complete control over the ser- 
vices of employees under this contract, and the leader shall, as agent 
of the employer, enforce disciplinary measures for just cause, and - 
carry out instructions as to selection and manner. of performance. The 
agreement of the employees to perform is subject to proven @etention 


_by sickness, accidents, or: accidents to means of transportation, 


riots, strikes, epidemics, acts of God, or any other legimate condi-~ 
tions beyond the control of the employees. On behalf of the employer” 
the leader will distribute the amount received from the employer to 
the employees, including himself. 


The performances’ to be rendered pursuant to this agreement are 
not to be recorded, reproduced, or transmitted from the place of 
performance, in any manner or by any means whatsoever, in the absence 
of a specific written agreement between the employer and ; 

_ .» relation to and permitting such recording, 
reproduction or transmission, : 


Handout (2) 12H1 


28 


The ‘omployer jin signing this contract himself, or having saine 
ag by a represténtative, acknowledges his (h@r or their) authority 
o do so and hereby assumed liability for the contract, : 


o 


+ Employer's Name__ sanlevents Name. 2 


Addrese_ CC _ Address__ 


Phone ‘s ener 
OTHER TERMS, CONDITIONS AND/OR COMMENTS: 
. 8 
rl 
. q ’ 
= * 
Z V : 


Handout (2) 12H1 ‘(cont.) 
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ne 
SUPPLEMENTAL 


TEACHING MATERIALS FOR IcT 

GENERALLY RELATED LESSONS 

Unit 

Tesson__2 
HOOKS Sg 


Sélekman and Benjamin, t Y Rights and _Employment,_ Relationship. 
Institute of Labor Relations, University of California, Rerkeley., 
. California 94700, ; 


L 


PAMPHLETS 


‘Collective Bargaining in the Private Sector. U.S, Department of 
Tabor, Neanang Eon, Dd. C. 22004. a a 


Co Lective darainine fa the ans ¢ Sector. U.S. Department of Labor, | 


ot 


La -U, 8. Department of, 
ion child. Labor Bulletin No... ‘101,. 
a a iecaets -- . ; i fy 


Labor, Wage and Hour Div: 
Washington, D.C... 22004... 


Hourly Reference Guide. U.S. Dépaxtment ‘of: Tae way caglt | ‘Your’. 
and Public Contracts Division, Washington, Des ee 


| t : 
| es st 


4 | a 
/ es 
i cra i 
' / ral 
| ‘ : 
| “ 


SMALL BUSINESS OPERATION 


Lesson 1. Proprictorship, Partrership, Corporation and Franchise 


; : $ : : | 
. Lesson 2. Small Business Operation (Project)  ¥ 
* # i 
“a 4 
} 
i ‘ 
: / 
AY e/] 
\ ? 3 a ra 
: oe : j a 
‘ af / ¥ : ty / 
* ae / 
; j : 
2 & 2 / 
e F f . / 
ra we 
= . oe ee ak 
/ a ; F at 
: 2 ye , a ‘ : 
‘ : ; a : ) \ 
ae 7 at : 
a \ w 
Ww Sa 
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oo x % INSTRUCTOR'S LESSON PLAN 20. 
: Generally Related Informat (on ' oa ; 
| i ae a —— : o* |. Unit..2 ; oe 
ot — é : : ” Lerson__L._ : 
SUBJECT: . ProprtLetorship; Partnership, Corporations, Vr ranchises 
F ¢ aA 
OBJECTIVE: The student will be able to diseuss the baste advantapes 
x and disadvantages of the. proprietorship, partnership, 
corporation, and franchise. 
- . TEACHING AIDS: Overhead projector, Transparencies (2) 21T1 thru 7 
’ REFERENCES: Small Business Management. Delmar Publishers, Inc., ° ° 
Albany, New York 12205 ne 
1.. “PREPARATION (of the te earner) ; . 
A.’ L£ you and your best friend were partners in a sm#ll eyeie shop, + 
who would be responsible for your business debts AL the shop 
gf © failed? : 
*, Is a corporation considered a legal person in the eyes of 
the law? 
C, What is the smallest number’ of pedpie wio can start @ corpora | ' 
tion? 
A. Single proprietorship “A. 1, List definition on blackboard 
1, Definition a. Owned by individual 
2. Examples (shoe repair, 2, Have students list examples on 
barber) . blackboard, 
’ . 3, Advantages us 3. Refer to Tr ransparency a2) aunt 
a. Qwn boss 
b. Close personal evinticncnaaas 
c. Ask students how well they 
5 know their employer. 
‘ d. Owner is local person, 
: ; e. Easily organized or dissolved 
. , 4 Disadvantages . ° 4, Refer to Transparency (2) 2172 
a, Suecess limited to owner's 
ability - 
b. * Hard to get funds 
-e. Owner assumes all risks 
d. Business life depends on 
owner's life, 
e, Little specialization of labor. 
f. Have students list on black- 
board the advantages and dis- 
advantages of a proprietorship. 
B. Partnership B. Le Werte der init tos on blackboard 
l. Definition ; 
2. Agreement 2. a, 2 or more persons ; 
oan 29 b. Refer to Transparency e' 21T3 
/ : Og. 
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iD. 


4. Disadvantages 


Corporation 


1. Definitions 
a. Charter 
b. Stockholder (stocks) 
c. Board of Directors 
d. Dividends 
‘2. ° Types 
4. Closed 
.b. Public 


3. Advantages 


be Disadvantages 


Franchise: 

l. Definition 

2. Examples (McDonald's, 
Hardee's) 

3. Advantages 


POINTS ‘(things “to remanber "to do? “on aay) 


Cc. 


| 


4. 


1. 


fo 
Ke lor to ‘Peaneaeeuey (2) 2114 ‘, 


Rete 


co 


fel 


Have 


ofc 


Refe 
a, 
b. 
c, 


a. 


b. 


Have 
on b 
Refe 
a, 
b. 


harge capital funda a4 
Variety of abifitics . we 
Different policy opinions \, 
Losses. shared jointly © ‘sy 
ir to Transparency (2) 21T5 

Any debts are binding on all 


. Dissolved by death or disagree- 


ment 
Profits or losses shared as in 
agreement . 

Some partners cannot cooperate, 
Have students write a short 

(1 page) essay on "Which of 

the Previous Types of Businesses 
Do You Prefer?" 


' 


List definitions on blackboard. Ask 
students to give their definitions 
of the: terms, 


students discuss both Ey pee 
orporation, 


r to sedaapaneney (2) 21T6 


‘Limited liability 


Long life 

Can casily raise money 
Separate ownership and manase™ 
ment 
Impersonal employer~ employee 
relationship 

Subject to heavy state and 
federal taxes so 
Subject to government super- 
vision and regulation 

List advantages and disadvan- 
tages on board and let clas 
discuss them, 


License granted by government 
Monopoly rights 

students list other examples 
oard 
ry to Transparency (2) 21T7 
Acquire a recognized name 
Receive company secrets and 
materials 
Monopoly rights 


* ri $ t 

: : 7 Lo a &£ ets 

2c. PRESENTATION (continued) 1 ee ne ae 
ISTRUCTIONAL TOPICS KEY_POINTS “Cihings 0 eae _to_do ‘or say) 
D, . Franchise (continued) 9 

14.4, Disadvantages 4. a. Prices regulated by government , 

: , io government granted monopolies, 
" : ; Be ; b. Profits determine selling price 


ce. High cost of acquiring rights 

d.. Explain tool rental 

ec. Regulation by main franchise 

office. 

2 f£, Have students list advantages 
and disadvantages of franchises, 


ieee 


as APPLICATION Taeliia. illustrations : analogies, ‘oral questions | or assign 
ments ) 


A, Have the class break into 3 proups (proprictorship, partnership and 
“ corporation) and debate against each other coer eeane the advantages 
or disadvantages of each. 
| B. Have the students select the number of evasenicee necessary to 
start a partnership and i daa Then draw up an agreement +: 
ia or charter. _« 4 


——— a 


SR ge ee a 


4. CHECK UP (or test) (final check jon students! comprehension ‘of material 
presented) ne 


A. Evaluation of students' class participation in Geueusetens 

B. Evaluation of agreement or charter 

C. Objective test covering definitions, naventaenl or disadvantages 
of the three types of businesses, 


SUGGESTED ACTIVITIES: 
A. Have a representative from Small Business Administration come in 
to give a talk 


B. Read Small Business Administration pamphlets 


NEXT LESSON: Small Business Operation 
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ADVANTAGES OF PROPRIETORSHIP 


|. OWN BOSS 


HOW'S WORK, OK. BOSS 
BILL?* . 


se os ox $085 
2. CLOSE PERSONAL ~ OO? OO, 
«RELATIONS Pies: a 


3, EASILY ORGANIZED 
~ OR DISSOLVED 


35 


4. OWNER IS 
LOCAL PERSON 


@ 
ERIC _ 


35 Transparency (2) 21T1 . 


_ DISADVANTAGES OF PROPRIETORSHIPS 


FOp#/ 0" 


“|. SUCCESS LIMITED BY 
—- OWNER'S ABILITY 


! 


2. HARD TO GET FUNDS 


3. OWNER ASSUMES | 
ALL RISKS 


4. BUSINESS LIFE DEPENDS 
ON OWNER'S LIFE | 


6, LITTLE SPECIALIZATION 
OF LABOR ™ — 


36 
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39. 


AGREEMENT OF PARTNERSHIP 


"AGREEMENT INCLUDES: 


DATE OF AGREEMENT 

NAMES A'ND ADDRESSES OF PARTNERS. 
NATURE OF BUSINESS 

DURATION OF PARTNERSHIP. 

DUTIES OF EACH PARTNER © 
INVESTMENTS OF EACH PARTNER 

HOW PROFITS AND LOSSES. WILL BE SHARED 
ACCOUNTING PROCEDURES : 

SALARY OF EACH PARTNER 

RESTRAINTS ON EACH PARTNER 

HOW PARTNERSHIP WILL BE TERMINATED 


=~Sowmnrnawawn — 


37 
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_ ADVANTAGES OF PARTNERSHIPS | 
| LARGER CAPITAL FUNDS ii 


' 2 VARIETY OF | 
ABILITIES 


3. DIFFERENT POLICY - 
OPINIONS 


4, LOSSES SHARED - 
JOINTLY 


ENC . § 988 > sacmteneam 


DISADVANTAGES OF PARTNERSHIPS 


om 


: — : 
|. DEBTS BINDING | 
ON ALL 


2. DISSOLVED BY DEATH © 
OR DISAGREEMENT 


AVE ALREADY | 
WWE GED ON WHAT You) 
J NG. if . % 


3. PROFITS OR LOSSES 
- SHARED AS IN 
AGREEMENT 


Ga WANT IT: DONE 
aR 


Cr 7 . 
THAT WAY tl 


i 


4, SOME PARTNERS 
CAN'T COOPERATE 


ERIC - ; ae — : Transparency (2) 2175) - , 


As 


ADVANTAGES OF CORPORATIONS — 


As 
«we 


|. LIMITED LIABILITY: 
2.. LONG LIFE 


3. RAISE MONEY EASILY 


- DISADVANTAGES OF CORPORATIONS 
|. SEPARATE OWNERSHIP AND MANAGEMENT | 

"2. IMPERSONAL WORKER RELATIONSHIPS 
3, HEAVY STATE AND FEDERAL TAXES | 


4. GOVERNMENT SUPERVISION AND REGULATION | 


40 
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ADVANTAGES. OF A FRANCHISE 


iP ACQUIRE A RECOGNIZEL NAME 


2. RECEIVE COMPANY SECRETS ANU MATERIALS 
- 3. MONOPOLY RIGHTS : 
DISADVANTAGES OF A FRANCHISE 
|, PRICES REGULATED BY GOVERNMENT 


2. PROFITS DETERMINE SELLING PRICE 
3. HIGH COST OF ACQUIRING FRANCHISED RIGHTS 


4. REGULATED BY MAIN FRANCHISE OFFICE 
1, 


a 
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’ SUPPLEMENTAL 
TEACHING MATERIALS FOR ICT % 
GENERALLY RELATED LESSONS 
: , Unit__2_ 
Lesson__] 


BOOKS 


American Cooperation. . 


American Institute ‘of Cooperation, 1129 20th St., 


N.W., Washington, D.C. 20036. 


(L} stitute of oRererrr Relations, 
Berkeley, California 94720. 


ou Like to Own Your Own Business? National Association of Retail 


Grocers, 360 North Michigan Avenue, Chicago, Illinois 60601 


“" PAMPHLETS 


Brookshire, Marjorie. Automation. Institute of Industrial Relations. 
University of California, Berkeley, California 94720 


How We Organize to Do Business in'America. American Institute of 


Cooperation, 1129 20th St., N.W, Washington, D.C. 20036 


Industry - Organization and Employees. Education Department, National 


Association of Manufacturers, 2 East 48th St., New York, New York 


Small Business Administration Publications. Federal Building, 400 


North 8th St., Richmond, Virginia 23230 


— 
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INSTRUCTOR'S LESSON PLAN 
Generally Related Information 

Unit_ 2 
Lesson _ 2 _ 


SUBJECT: Small Business Operation 


OBJECTIVE: The student will be able to identify and discuss the main 
points in organizing and operating a small business. 


TEACHING AIDS: Overhead Pkejector, Teanapicane : = @) 22T1-7. 


MATERIALS: Handout No, (2) 22H1 Small Business Administration 


Publications. ‘Federal Building, 400 North Eighth Street, 
Richmond, ‘Virginia 23230. 


. Prentice - 


REFERENCES: How to Organize and _ 0 erate’ 
Hall Company. 
Small Business Management. Delmar Publishers, Inc., 


Albany, New York 12205. 


Business. 


a Smal 


SPEAKERS: Local banker, businessman i ; 


1. PREPARATION (of the learner) . 


A. How many of you would like to have your owt’ ‘business? 

B. What would you need to know before you started it? . 

C. Give example of former student who has gone into business. 

D. Importance of small business ~' (2) ae 

E. Refer*to SBA pamphlet No. ee a 
meneame 
2. PRESENTATION (of the information). 


INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say) 
fd ‘ . 


A. Types of business A. Discuss the various types. 
: 1. Manufacturing 
2... Sales 


3. Public Service (list 3 on board) 


B. Research B. Discuss the necessity of research for 
Starting a business. 
1, Personnel problems(Refer to (2) 2212) 
2. Layout problems (Refer to (2) 22T3) 
3. Location consideration (Réfer to 
(2) 22T4) and (2) 22T5 
4. Other factors (Refer me 42) 22T6) 


C. Physical facilities 


C. Discuss the physical Paiiaetan required, 
1. Plant needs és 
2, Office 


3. Sales 
4. Warehouse 


4.3 


rx 


_PRESENTATION (continued, 


Equipment Required DB od 


Inventory Requirements E. 1. 


Personnel Requirements F. 


Finances Required G. i. 


i 


sources H. 


SOO lo 


oo 
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_ INSTRUCTIONAL TOPICS KEY POINTS _ 


‘give examples of each. 


51 


Office 


ment needed and discuss. 


Manufacturing materials 

Sales products 

Service materials 

Have students discuss the proba~ 
ble inventory of a local business, 


Production workers ‘ 
Salesmen ~ 
Warehouse employees 
Office employees 
Managerial staff 
Define each type of worker a 


_ 

Capital outlay 

a. Equipment costs 

b. Inventory costs 

c. Office equipment costs 

d, Stress importance of obtaining 
sufficient financing if business 
is to prosper. 


’ Overhead and operating expenses 


a. Rent 
b. Permits and licenses (Show 
samples of permits and licensea) 


c. Insurance 

d. Taxes 

e. Utilities 

f. Office supplies 

g. Salaries 

h. Have students discuss types 
of expenses. 

Banks 

Small Business Administration 

Stock 


Private backers 

Trust companies 

Community Development Agency 
Have studenta list sources of 
financing. 

Have banker talk on financing. 


o.. 
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. PRESENTATION (continued) _ 


“INSTRUCTIONAL TOPICS ____KEY POINTS (things to remember to do or say) 


I. Why Businesses Fail. I. a. Incompetence Transparency (2) 
; 22T7. 
b. Unbalanced experience 
c. Lack of, management 
d. Lack of experience in the line 
e. Neglect, fraud, disaster 


~ APPLICATION 


Neu | 
» | 


# 


A. Have each student set up a small business (assignment sheet- handout.) 
(2) 22H1. 
. B, Have a person who has recently gone into business for himself speak 
to the class. One who succeeded may demonstrate why. One who 
failed may demonstrate why. ‘ 
C,. Have students play "Executive Decision" game, if available. 


= - te 


> 


TEST 


Evaluation of student notebooks on small businesses in terms of the 
probability of success or failure of the business. . 


Objective test. concerning the main topics of small business operation. 


SUGGESTED ACTIVITIES; 


* 


A. Have students do research on starting and vuperating a small business. 
B. Speaker from Small Business Administration. 


NEXT LESSON: Job Safety 


40 
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rE 


BUS 


. OUTLET FOR CREATIVE IDEAS 
2. PROVIDES INDEPENDENCE 
. MAY BECOME LARGE CORPORATION 


. PIONEERING NEW PRODUCTS AND SERVICES 


4.6 
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SOURCE aa 


SELECTION 


PLACEMENT 


PERSONNEL PROBLEMS IN SMALL 
BUSINESS. 


THe WeekLy 7 7- 
REPORT 


. .| SHOW CASE 
DISPLAY 
DISPLAY 


W 
7. 
—~ 

n 


LUSE OF ALL SPACE © 2.EFFICIENCY © 3. APPEARANCE — 
4 FLOW PATTERN  5.STORAGE 6. SAFETY FECTORS 


zz (2) AcDwSertedsueIriT 


¥ 
Ww 


LOCATION CONSIDERATIONS — 


|. THE FUTURE OF THE COMMUNITY, 


2. OTHER BUSINESSES IN THE COMMUNITY 


3. YOUR POTENTIAL MARKET | 


a. YOUR POTENTIAL COMPETITION 


5. YOUR EXPERIENCE, KNOWLEDGE, SKILLS 


09 a oo. Transparency (2) 2274 


CHOOSE 
1 TOWN 
2 AREA WITHIN TOWN 
3. ACTUAL LOCATION 


Qo. | 
ERIC . . 7 : Transparency (2) 2275 
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YOUR HOBBIES 


FOR GROWTH 


63 


OTHER FACTORS TO CONSIDER WHEN 
OPENING A BUSINESS — 


YOUR TRAINING 4 
AND EDUCATION q 


NEEDS OF THE 
COMMUNITY 


OPPORTUNITY “ 


ml Li peters 


PAY SCALE 


o_ 
ERIC 


REASONS FOR 


9 UNBALANCED EXPERIENCE 


4 LACK OF EXPERIENCE 


Oe 2 tt 65 
BUSINESS FAILURE ” 


DUNE S\\ 


= 

_< oF nis, 

oe a ame _ : a oe * eo 

|. INCOMPETENCE ai 
2 yEARS oF : N 
SECRETARY Sait /— >. gLecTROWeS? 
WD i) = 

15 Graawien \ BY A’ see 


ops 
G 


Cia 


3. exoramuaan eh 
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ye . Loe To Se ou SIR 


ree, 


: : SHORE Wid’ 
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5. NEGLECT 6. FRAUD 7 DISASTER 
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GOING INTO BUSINESS FOR YOURSELF 


The "Going Into Business For Yourself" project is an exper~ 


Ngcussed throughout the year in the ICT program. It is the 


‘a : 
‘of the project to give the student an understanding of the 


: eSblems and-decisions that face every businessman in starting and 
: managing a business. In’solving the project's business problems in 


eennestiea with the particular business chosen, “te student ed have 
a beerer understanding of thé problems common to all businesses. 

DESCRIPTION OF THE PROJECT The student chooses’a business in 
which he {s interested. He will take the adcesuary tens in establish 
ing the business and managing it. While the project. will be imaginary , 
every attempt is made to make it as realistit as possible. 

This project should be the effort of, an individual student. The 
project is flexible and permits the teacher-coordinator to adjust both 
the timetable and the type of asaignmente to his particular purpose. 

“The, Length of time to accomplish*the project 1s approximately six weeks. 

The student's project choice must fall under the T&l ateunuys 
it must be legal business, : must meet the requiremekts of the assign- 
ments, and the cholce must have the Coordinator's approval, It is 

‘preferred that the student organize a business of the type in ich . 
he 1s employed. The projeét' choice must involve the complete organi- 
zation of a business, not the purchase of an existing business. ,./The® 
student will be challenged ce: quart any of his statements with 
proof of references, facts, figures or sources of information. 

At various intervals, the student's progress and understanding 


will be checked and evaluated. The student is expected to plan hig 


: KA : 
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proj fect so chee afetinmitnts iré completed on the dave due, A class- 
room file is bent Which cont aipis all finished assignments, . All late 
agat gmoney Wi Bl be noted aos such and grades will be adjusted accord- 
iwR1y. Any issigmnents mest bé@ a part of the final business project 
& wherher trey are clone ON time or not, A completed project, meeting | 
| all ane ignnetts, de a couse requirement, | | . 
| Wotking ameacd of schedule is encouraged to allow for a poasdb ae 
umexpec ted, tinse~Con suming ofcutrence; however, caution should be talcen 
to ivisu te’ that a fast pice déeg not decrease the quality of the stu- 
‘dents’ wrk, Unsatisfactory wotk will not be accepted at any eins 


aitce this project 19 to reflect the student's best effort. 


SOTRERS OF INIA TION Te atudent is encouraged to gather 
re-quest ed information £tow arly 8ources availeble, A prime source of 
infozna thon ds the Leal biedness community = employers, competitors , 
— tealeors, inéur ance agetts, Public officials, etc, Other eaeeine 
| xe Solrces are: texthorks, LibZary materials, aes notes, handott ° 

na teria ds, trade foutnals, U-S, Geterntiont Printing Office publica- ; 

thong} the Local Chasbet of Conmtexce, the Small Business Admini stra- 

thon, amd varlotis ag4oc latloris, | | 

BEDEF Ir The acadeae wWiE] endoy this project if he works diligently, 7 
lta eivdid in knowledge, utdétgtanding, and gatieractdton a4 be in 
ditect proPortion to thé effort he invests in the project. 


* 


Handqut (2) 22H1 (cont.) 


ERIC 


JA FuisTont Provides by ERIC | 


JA uit Text Provided by ERIC fia 


TID, 


Iv. 


71 


' * BUSINESS’ PROJECT ASSIGNMENTS 


. Description of. Business 


‘AY Name and type of. business _ 


7 Type o£ ownership 
’ Government regulations al tacting the. bust neve a 


‘Location of Business 


9 


A. Indicate exact location on area map. 
B. Provide detailed plot of the immediate business area ~ - photographs 
and/or diagrams. 
C. State all factors’ for nies of location. 
Buy, Lease, or rent ~. explain terms 
* Zoning of Location 
Locate trading area and competition on map 
4. Research of area —;customer count, traffic Fay, aera, 
business trends in the area, relocation of roads, trans- a ce 
portation, etc. ; 
5. Be prepared to defend your choice of letacdod 
6. Explain the possibilities for future expansion 


‘Layout of the physical plant, naEees (area, etc. dn detail and io co 


a reasonablé scale. . 
A. Detailed drawings of building ssGevion anid plot. : a 
B, Detailed drawiinge of building interior, cai fincurey aad ee 


equipment. 
C., Sketch of front elevation of business with identifying signs, « - 
etc. ' 
D. List costs of major equipment and fixtures by, seas and/or 
eomten ae costs, : ae 


Customer Analysis = “OS oy 


A... To what type of customer will the Bustiess cater and how was a ov 
this determined? 
B. How will you find out about customer desires? . 


Sales or. Services 7 


_A.. What items will the poenpeee carry or what jai as will be 


offered? =< ; i ; +; 


'B. Buying procedures 


1. Where wili the merchandise or supplies be purciiasd and 

_ why? 
2. Explain’ ia buying procedures 
3. Terms and services available ; 
List sample inventory and price at cost. : 
Markup and pricing of merchandise sold to the general publics 
Costs of gervices rendered (labor, ete.). 


moO 
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VI, Financing the Business 3 = oe _ 
OA, Aucugt. needed (assume one-half of capital is on hand). : = 
1, Statement of-bullding fixtures; ete, mos : 
,. oe Statement of operating capital needed for one month 
=. (include tdxes, insurance, professional fees, etc. ). ; 
“a Be Compare possible sources of, financings a ae 2 ES rn 
“€. Your choice off ( far ne ee je 
“VII, Business Gace e _ | . 


A. Prepare a businegs organization chart showing. the departments 


and line of: authority. 7 Oa ‘ 
B., Personnel et “ a ; = 
1, * Number needed and major duties of each an a 
oy Selection procedure gt ; . 
“8, Training . oa 8 4 
-G, Wages and benefits : a er me 
VELL, | Inventory or Supply 3 , ae 8 - -® 
ae A. Show saepie order ae eed 
/ -B. Receiving and cheeleing - procedure : co ae ar: 
C. Inventory control procedure ee 7 
: 7 2 L ; , ae = 
IX, Promotion of the Business - oo : 
| A. Advertising Se een ee ae 
“TL, Media to be used and why oe : 
. : 2. Prepare adver tising campaign 
B. Special events - open, house, grand’epening events, etc. . 
-X, Customer Services 4 : 
A. Credit ee : 
B. Charge plans — - a i 
C. Collection - a a, ; 
“De. Delivery, ete, 
XI. Records \ 
™ A. Method of recording the following 
1L. Stock inventory - : 
a 2. Sales and purchases ° ; 
-3. Income and expenses : : % 
4. Payroll : , * ; 
» §&B. ‘Financial statements ; 
° 1. Samplg profit and less statement - 


2. Sample balance sheet 


a 
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a3 is , 
; 
XII, Conclusion a ad EE Pee | 
A, State conclusions pertaiping to the possible success of. the 
- business, - ; : : 
B. Explain why project owners of ‘the business can or cannot" 
' operate the business successfully. 
: ; i 3 : aaa n e 
f.* ~” SUMMARY Xt dll times the student is Lg feel. free ‘to consult the 
teachex-coordinator for advice, The teacher-cpordinator in turn+will 
direct the student's effort and thinking» to the desired goal of 
unders tanding, This project can involve many topics and serve 4S a 
.  d. : 
summary for the year, ~~ : 
: 3) Rtat § a aid ‘ ' 
_ \ 
‘ * 
\ : 7 a 1 ; , 
i, ae ‘ 2 ‘ 
: ‘i ' 7 
a 7 4 
ro a ° 
. . ‘ ' ‘ 
‘ f ae 
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: SUPPLEMENTAL = Hee & ao 
: "TEACHING MATERIALS FOR Tot 7) * s 
GENERALLY REIATED LESSONS 


“BOOKS | 
; \ 
t 


American Cooperation, American Institute of Cooperation, 1129 20th 
St., N.W. re D.C. 20036. 


ane t . Institute 
he of Industrial Relations, University of California, Berkeley,. 
California 94720. , 


evelopment of. Personnei Administration in Western Europe, 


'd Yo ‘Like Sto Own four Own nueinaen? National Association of 
Retail Grocers, 360 North Michigan Avenue, Chicago, Illinois 60601. 


PAMPHLETS ae . a : ee ; 


Brookshire, Marjorie. Automation., Institute of Industrial Relations, 
University of california, Berkeley, California? 94720. 


"How We: Organize to Do mistueedl in America. agepheis ‘Theeteuts of. : 


Cooperation, 1129 20th St., N.W., Washington, D.C.’ 20036 


Industry-Organization and Employees. Education Department, National 


Association of Manufacturers, 2 East 48th St., New York, N.Y. 


. Small Business Administration Publications. Federal Building, 400 
North 8th Street, Richmond, Virginia . 23230, 
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i Lesson l. 


Lesson 2. 


Lesson 3. 


Ic? - 2 = 
UNIT 3— 


JOB SAFETY 


“How to Give Initial Treatment for Injuries on the Job 


Safety Rules for Electrical Power Tools 


.. 


Classification of Fire Extinguishers 


w? 
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“{NSTRUCTOR'S LESSON PLAN. 
-- |. Generally Related Information 
Unit” 3 
' Lesson 1 


SUBJECT: How to Give Initial Treacuent tee Injuries on the Job - 


OBJECTIVE: The student will be able to give initial treatment ‘for 
fainting, burns, wounds , electrical shock, and gas poisoning. 


TEACHING AIDS: Overhead projector 


a | 
MATERIALS: Transparencies (2) 31T1-7 
Film, "Safety at Work" 
REFERENCES: First Aid Textbook. The americas Red. Cross, peuateesy & 
Co.; Tne. s Garden City, New York 11530 
1. PREPARATION (of.,che learner) 
: u - See 
A, Introduce film. | ~ a _ | a 
B. Show film, "Safety at Work" . = sf 
C.. oe squad niember demonstrate proper ‘procedure for givitig 
mout to-mouth resuscitation, : 
PRESENTATION of ‘the information) a = ees he 
INSTRUCTIONAL: TOPICS KEY POINTS (things to feuenber to do or say) , 
A, Fainting 7% , ek a a eee 
' 1. Symptoms usin Te By iivause the symptons 7 
; ae Pale 
. ft a b. Clammy San , 
. a _ e@. Dizziness . 
= ; oi = . d. Shallow breathing . 
= — e. Slow pulse | - 
‘os . -f. “Ténporary unconsciousness 
2, Treatment. ~- a - ‘2, Discuss the treatment Yea 
' "ae Place patient on back 
a b. Loosen. clothing 
ec. Apply cold cloth to face i 
d. Adminster smelling salts : 
a e. Get fresh air into room 
’ me! . £. Give victim strong coffee 
~ & ; : when he revives 
; .3. Have two students to come forward ° 
8 and demonstrate with. assistance 
: of rescue squad member. 
B. Burns B.' 1. Describe different ways a person 
l. Deseription of burns | eo can get burned on the job and at 
a. First degree - home. ‘Refer to Transparency 
a reddening of skin as (2). 3171, 
b. Second degree = 
blistering 
ne c. Third degree- 
oS  charring of skin. 
G , 
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D. Electrical Shock 
* Precaution 


voy 


e.. Zi 


‘Wounds: withugevere, 


wie 


‘ ‘gee Sane an if serious. 


Describe and discuss_ stiat wounds 
and how to treat thg 
Clean with s0a 
dress with: ‘eterile gauze, 
Describe a. severe bleeding wound 
_and discuss how to. treat rh es 
Apply firm pregaure on wound 
-with gauze or clean cloth to 
control bleeding, if this: does 
not hurt patient, . 
Refer to Transparency (2) ‘yr. 
For foot, leg, or thigh. MOLNaS: 
apply pressura in middle OF: 
groin with heel. of. hand.’ 
“Refer: to Transparency 2 31T3. 
Call. phystedan. Ox. take. £0... 


ad, 


ae 


‘ae 


ba. 
Ce 


de 


a. 
b. 


ae 


b 


c. 


' Be 


eit yelothing from burned 


and water and 


Never touch electrical fix- 
ture or applicance when hands: 
or feet are wet or while 


Refer to pec pasene, (2). 3174. 
Never touch water pipes or 
radiators when using electri- 
cal appliances, 

Refer to Transparency (2) 3175. 
Go. over the treatment of electri- 
eal ‘shock 

Cut off current. 
Remove person From contact, 
using stick or gloves. 
Refer to Transparency, (2) 


Not bare=handed. 
Give nue hatseueh gesus— 
citation until emergency 


as arrives, 


Tell what produces gas poisoning. 
Gas heaters and stoves, 
“Gas ‘fixtures ~ ~~ a 
Gasoline motors ~ all 
producing carbon monoxide 
Refer to Transparency (2) 3177. 
Pescribe the aymptoms. 


> 
eo a 
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[NTS (things to remember to do or say). 


*(2) Cherry-red lips 
(3) Unconsciousness 
3. Discuss the treatment. . 


. eLtationr until: ener EenCy. 
patrol arrives. 


Set: up ‘role eine witdation® and have students, demonstrate proper 


(1) . Reddish dollow 6 face 


Give debt clad te resus- 


>a Exegement, for injuries and explain why they’ Ly this particular. a 
, treatment.” ee sae Ae re os 


F. 


fe EST (final check on sealants 


it- 
i 


Have’ ‘students name ‘thie various “types: of | injurits’ sustained on 
the job and reasons for treatment chosen, 


. suscestep acrivrtes a ra a 
. ; a a oe 
Tiwite rescue squad pivennnel to, demonstrate first aid practices. 
| NEXT LESSON: Safety Rules fof Powter Tools is 
: 8 
2 é 


S, 


Oe 


“Comprehension of material presented) 
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ROLL VICTIM FROM WIRE WITH INSUL~ 
ATING MATERIAL, OR SHUT OFF CUR— 
RENT. | DO NOY USE A METAL POLE ! 
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SUPPLEMENTARY 
TEACHING MATERIALS FOR ICT 
. GENERALLY RELATED LESSONS . 
; Unit_3 
Lesson__1 


FILMS oy : 


We B: t This Film covers. wespiratary protection against dust 
and gases and other materials.  26*minutes, Mine Safety Appliances 
pomne ny 210 North Braddock Ave, , Pittsburgh, “Pennsylvania 15208, 


lescue Br This film. ‘presents.practical information to save 
' the lives of victims of suffocation by electric shock, chest 
yor injuries; choking, Grugs, and gas. 21 minutes, color American 
i Ges Association, 605 Third Avenue, New York, New York 10016. 


This film shows that sound safety programs can 


a ya reduce industrial injuries when protective equipment is used. 
, * 18 minutes, color,Aetna Life and Casualty, 151 Farmington 
Avenue, Hartford, Connecticut 06115. ’ 
PAMPHLETS 


First Aid Textbook. The American Red Cross, Doubleday and Company, 


Inc. , Garden City, Nes York 11530. 


To Live and Breathe. Aetna Life and Casualty Ca,, Hartford, Connecticut, 
‘ 06115, . be ag 


Le 
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: INSTRUCTOR'S LESSON PLAN ae 
” Generally Related Information _ +4 
( : ‘ Unit_ 3 
Lésson_2__ 


SUBJECT: Safety Rules for Electrical Power Tools 
OBJECTIVE: The student will be able to use and store electrical 
; power tools safely. 
TEACHING AIDS: Overhead projector, power tools: sander, drill, 
saber saw, and eee circular saw.’ 
r Fy 


MATERIALS: 


REFERENCES; Heinrich, H. wef hia rial Accident Prevention. Sth ed., 
7 McGraw-Hill Book CO.» Gregg Division, Hightstown, N.J. 
08520, 1975, i. 


PREPARATION (of the learner) gO 


| Sag y 
A, Introduce topic and. film, ‘y xine See ey S 


B. Show £i1m: “Por tqble-Power Tee er | 
2, PRESENTATION Tbe the inforuation) oe 
INSTRUCTIONAL TOPICS KEY. POINTS (things to rememberzto do or say) 


A. Safety rules for power tools-vy- Discuss. the importance of jenowiau 
» the safety rules for power tools 
,and refér to handout (2) 32H1. 


B. Before operation . i sy 
1. Stationary electrical B. 1. Should Be seeurely mounted on 
power tools : suitable benches or stands, 
.a. Refer to Transparency, 
(2) 3271, 
2. Pertable electrical 2. Should be grounded, - 
ges 4. Refer to Transparency (2) 32T2. 
3. “$e an electrical, tool 3. Refer to Trans paréncy- (2) 32T3 
that can handle the job. (a series of safety’ rules on 
; a4? 4 electrical power togls. ) 
4, Belongs starting machinery 4, Stress safety cheek to see if 
: operating conditions are safe in 
a working area. 
5. Tools should be operated oe Stress the symptoms. 
only on voltage specified a, Low voltage - inefficient 
by the manufacturer. operation or overheating, 
b. High voltage - excessive speed; 
'! areing and overheating. 
— c. Refer to Transpareney, (2) 32T3. 
“ 2 Hed 
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;_to remember to do or say) 


Cc. During operation ; 

1. Hold portable electri- Cc. 1. Drills and sawg9 reduce pressure 
cal power tools firmly. toward the end of the job. 

2. Ovérheating of elec- 2. Stop using it until you have 
trical equipment. found and corrected the cause, 

a, Refer to Transparency, (2) 32T3. 

3. Turn off the power switch 3. Refer to saws, drill, and grinder. 
and wait until all moving a. Refer to Transparency, (2) 32T3. 
parts have stopped before 
reaching toward cutting 
edges. 

4. Make sure three prong 4. Tell of some of the equipment 
equipment is connected © which requires three prong plugs. 
into special three-hole a. Refer to Transparency (2).32T4. 
outlets. 2 b. Refer to Handout (2) 32H2, 

5. Proper use of power hand 
; tools. 7 3. Demonstrate method of..proper us 


of various power hand tools. 
6. Disconnecting from outlet, 6. Use correct method of disconnect~ 
: _ tng from outlet. 


‘ «ta ‘ wi? ag . = ‘ 
») . ” . Wis 


D. General safety pidcdytiots ee BEE ee 
for use of electriatty:: 
1. Rules for use go ch aT. D, Te Safety’ rifles ~ refer to Handout 
ir (2) 3281," . 


2. pagger : vy .2. ‘Discuss’ injuries which may be 
ve >, peaused. by. electricity, Refer 
i togHaridout (2) 32H1. 
BE. Stusage E. 1. Return power tools, to proper 
we : storage after using. se 
2. Refer to Handout (2) 32HL. _ 
eee toes —}_ a ra a é 
3. APPLICATION - 
A. Have students Lise the stibferent blodsa ot appliances, large 
power tools, and swall hand tools which. oyerate on ete ctrieity 
b. Have students demonstrate proper ase and oleraye of electrical -* 
power tools. . 
Cc. Class discussion of elewtiical satety, roe 
— ——_— —— — a ee : a eel 
4, TEST : , on ath 
Give test on safety rules for operation of electrical power tools ~* 
and equipment. ‘ 
* _— hee — : = = —— = ete aah celine ay 
. i _ ees a 
? Pas 


SUGGESTED: ACTIVITIES6: 


1. Invite a Safety engineer to speak to class, 


@ 


ERIC 4 . V3 -, | _ ie 


ideas 
Pra reason] : let 
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SUGGESTED ACTIVITIES (continued) _ 


| 


NEXT LESSON: Classification of Fire Extinguishers 
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SAFETY KULES FOR POWER TOOLS 


Know your power tool 


Ground all tools 
w 


3 


Keep blade guards in* place 


Keep children anmdvisitors away from working areas 


Avoid dangerous environment 


“= Don't force tool 


Store idle tools 

Use the right tool yg 
Use safety glasses ie Se 
Don't abuse electric cord 
Secure work . 

) ; : 

Remove adjusting keys 
Keep work area clean 
Maintain tools with care 7 3 
Wear proper apparel, 
Don't over: leach 


Discomierct Ceols wien not im use 


105 


o.. 
ERIC 


107 


SAFE GROUNDING OF 
ELECTRICAL EQUIPMENT 
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Transparency (2) 3214 


aoe 


ede oe 
i 


’ init : ms 7 ats 1 

de a pence 

ies . H #8 y . : H : . 

©. ee ra a *; “, i ‘ ; . ie a 

- 5 4. 
gi e ‘ar q oe 
he ms Re ere 
en SAETY RULES FOR POWAR TOOLS : -_ 
vee i 


AnRoCpwepy 


3 


a 


PTHEE ¢ 


2, 


Know your power tool, Read the owner's manual, cardfully, 


“a safe distance frow work ared, 


10, 
jearn its applications and limitations as well as the 
specific potential hazards peculiar to this tool, 
round all tools unless double-insulated. If tool is 
equipped with three-prong plug, it snould be plugged 
into a three-hole electrical receptacle ; the adapter 

wire must be attached to a known, ground. Never 

renove third prong from plug. 


a 


* 


I, 


4 


Keep blade guards in place and in working order, 


Keep children away, All visitors should be kepl | 


Avoid dangerous eaviroument, Don't use power tvols 
in damp or wet locations,” Keep your work ared well 4, 


lighted." < , 4 


Don't fotce cool, Lk will du the job better and 
safer at the rate for which it was destyned. 
, : _ i. 


Stare idle tools, When net 1n use, tools ‘should be 


stured high and dry, or locked way from children, 
Use the right Guo lan’ fotee wo sell toed vt 
attachment bu do jub of & heavy bowl, 

ali Dlee ® li, 


5@ oulely pl4ades WIth Mfal Cools, 


or dust migk IL the operation ts duary 


Don't abuse cord, Never carry tool by cord 
or yank to disconnect from receptacle. Keep 
cord ayy from heat, oil, and sharp edges, 


Secure wotk, Use clamps or a vice to hold 
work: it's safer than using your hand, and 
it frees both hands to operate tool, 


- Remove adjusting keys and wrenches, form 


habit of checking te sec that adjusting keys 
and adjusting wrenches are removed from 3 
power tool before using, 


Keep work area cleat, Cluttered benches 


‘fwite accidents, * . | , 
Maintain tools with care. Keep tools sharp | 
“andicledn for best porformance. Follow 
ihspract ions fur lubricating and changing . 
decessor les. , . 


Wear proper apparel; no loose clothing or: 
jewelry to get caught Ln myviny parts, Ruby 
ber gloves and footwear are recommended outdovss. 


“hae 


Avoid accldets staptitge loa't carry p lupe 
in touls with four finger om switch, 


Dlaswmech Coula whelk Hue Mouse, Uelves 


servicing when Cha by lig weeLssuc les adel ite 


hlades, bite, cutlers, etc. = 
\ 3 
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‘Electricity is the npst ‘used and misused source. of ‘power Art é 
world today. Without “At, industry ,” ‘business ,- anid home life epuld*tot. 


_ «prosper; but uneafe- electrical practices. coat. thousands ‘of, Lives every” 
' year. . sie 7 * oe : 


This ‘taformation sheet will ‘be ‘concerned with a. few practices 


and procedures, employed to lessen*the hazard of working with electri- 


cal power consuming devices. ae = - 
i ‘ 


GENERAL, SAFETY. RULES. 


ily” rely! on! ‘safety devices. 


tat 
_ 3iB 24, Keep -your.. feet. clear, OF : ‘objects on ‘the fiver. ag 
y 3. °Stand.on' a non-conductive’ surface. = fe 
yf. Use- ‘rubber gloves when. ‘applicable. i ee ee 
y 5. Line- voltages: should’ be isolated’ _ around By nee 


an:'isolation, transformer. , 


6. Line cords should be checked bates: 86.4) Te ae iupniaee 


‘tion is brit} le or broken, ‘these ‘should not be used. wRe~ 
‘place fault ‘cords. eee it i ag OE ae, A ‘a 


¥ 


7. Avoid difect contact with any voltage source, oe, Fy 


. 8 Be sure that line cords of power tools and’ non-isolated ve 
equipitient: are’ equipped with safety. plugs (polarized three’ - 
post plugs).-. Do.not defeat the safety. feature of these =. 
plugs by using tingrounded adapters... ° 
9. Do not: defeat ‘any safety device, such as a fuse or geir- 
cuit oreaker, by shorting across it or by using a higher 
“amperage fuse than that ‘specified by the manufacturer. 
10, Take nothing for granted. Never assume the equipment is 
; off, make, certain by placing the power switch in the off 
_ position Remove, fuses from any circuit. where switches 
, _ . might unintentionally be turned ON. -6. 


t 


2 ELE CTRICAL SHOCK ° 
5. te There -are ine wieeinectour adverse effects of - elgetrical shock 
which can cause de ath» or damage to ‘the ody and its ‘Functions. 


, a 


t and electric arc) . 


2.. Muscular contraction (may r ®ult in’ aspliyxidatdon) 


oe Electric shock _ ae 7 om 


4a. Electric bets aaa 


_ Handout @) 32H 


VE ret peerer et, brews e¥ebeepereetres peers 


a 


: 113°. 2 a 
. Oe ka he _ SUPPLEMENTAL: ff 

rn Ad _ "TEACHING. MATERIALS FOR rey 
,, GENERALLY: RELATED _LESSON: Ps 


BOOKS, 


Accident. Prevention Manual’ for tidaereeT ‘Operation. ° 5th aa, Natdonal : 


Safety Council, 425. North Michigan Aves, ease Tllinoia 60611, ; 
1964. ee Be eo aethy ; yi 


in 5 rst A. ae Best, “toniany Far Ave: y Morriatown, oN J. 
07960, se a : 


aa Rs PP... ‘Industriel’ "Safet . 3rd ed,, Prentice-Hall, oe 
Englewgod gree New Jeraey 07632, ‘1963. a — 

; ie . ; Hy, a 

4 DeReamer, -Rubbell. Nipdebisatany Pasdetengs, John Wiley & ‘Song, 
eo 605 third Ave., New York, N.Y. 10046, 1975. 


oe : i Ni 


The Encyclopedia of School Safet . School ‘and College: Department, — : ver 
National. Safety Council, 425 North wach sey Ave., eis cet eae 
Illinois 60611. 2 we tts : ty ihe 


iP ‘ 2 


‘Heinrich; HS OW... Industrial Accident. Prevention... 4th ed. HeCray “4 sty 
_ ‘HLL Book Company. Gress Divig a, BTeESr Owes, NeJ.- 08520, © ii ot 
ee ITS. > 
oe” » Recht, by Tees at at. Accident : ce * andl Bacety Couaet: “5 
; ‘sy ¢ $25. orth Michigan Ave. 5 Ch not a 


; - ; 

Laie ae 

paar Get ee | ne 
Oe at ; 


& 


Simonds, Rollia H, and J. V.- Grimatat, fg 
y De cai Inc’, Homewood 5 Tid 604 BID ye 
we é i eS gee 1 ghee 825s “ee eg rs A 


“, Stiasser, Marland Key et ai, Figdamdintals cf. Safety Educat tot 


: , ‘ - ny a 
Management ; Riclward ay 


+ ‘Macmi1lan Publishing Co., Inc., Front and ra iacoue 
ie / Riverside, N.J. BaO US aonae ; a _ 


We're Never Too) Yéung to ‘Learn Safety’: U.S, i Cie ent 
Standards {Mashington, D.C, 20025, _ ee 


BY 


t of, Labor. 


oreaderess 


5 why Ask for an- Accident? ~ -National daseaeeher Burdau, Tne. 42h 
> ~~ ‘North Third Street, Burlington, Iowa 52601, ce oe 


a” : FILMS: 


"Don't Push Your Luck."" Presents a vivid-re- enactment of-a blinding - 
—@ye accident that occurred in an industrial plant, - 13 minutes, 
color, 1967, Hausch . and Lamb, Inc., National Society for the -= 
_ Prevention of Blindness, Tne. 635 St. aan Rochester, , Rg at 
’ Hew- York AMGO De 2a an see ee tg ee ee ones hy a es 


_s Fy ee 


e a 2 


‘ : ‘ ‘ - 2) BS P i . nos, z 
, ei i : : 
* : A 4 a : 
? : : os dh 5 22 8 . : 2 ae 
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“RELMS (GotLnued).” 


- he “portable ghee tools." Peter ‘aty +home, In a school shop dr in a ~ 
‘ work situation, working with power ‘tools, safety is the key’ | 
word. The electric-drill, belt sandér, orbital sander, and 
gaber saw are demonstrated. How best to; ‘gure: For portable 
" power equlprient | ‘{s also explained. 17 mivetbs color, 1968, 
B..E. A. Educational Media, 2211 Michigan Ave.’; Santa Montes 


california, 90404, hae " WR. oe 

: oy oe FR ee ee 

: pAMPHLETS, o - ns ar Al = 2. Bae 
> ae i , 7 ae ey a oak ee 


" "The, §-Tipson Lifting “Safely. U.S. Government Printing Office, 


* Washington,’ D. Ge 20402, $1. 00 Per 100. 2 a oe 


‘Four Ti s for: Ladder Safety 


r lips for: Lac oll, Sy Government Pednting osc, 
“Washington, D.C. 20402, es 00 ee 100 ae 


i a 7 x ‘ EN, 


the” Sata Way: is the only. Way” to’ Do na Job. U.S. Government 
reese Office, Washington, D.C. 20402, oh. 00 per. 100. 


"the Shocking cali About Electrical Accddents) ‘and How: to ie 
a Agdinst | Rhee MEFENe Device es oa aa Connecticut. 
vy fo 066020 7 | A # 


. Wm 


—.  Soakk News." the nébional Fire: ‘Protéetdod Association, 60 ie 7 re . 
es ‘Batterymarch Bless. ees Massachusetts ge: i ce > le ar oe 


: . Ce leet ae 
iy Nelgy 


f Gloith P S. Government Prigting « be. 4 oo 


a , 
é : i, : a 
4, q Oe gs, ek y . : 
e . ee Poe 
' 
: ‘ ‘ 


i ae 7 fe Sue = Fs * 
ey 2 f . wi? ao 


Me, ee 8 gyre ‘ A on Baa! 
oF 4 aes Gi Rosie eo, ted 


Q ne bee terre geetrtinisieeetetreetereer eanretee re inecepe tern rrperrereres P : 


‘ ae ; 
yA ire 
aa a 
5 ’ 
. : 
be of student will be ab . 
oe: " _ The student willbe a ae best’ ettingutsher 
a i. for. a given situation. how 
: a 4 te : Ea Me. P : a oi . 
7 ‘TEACHING AIDs: Rice! extinguishers, projector . og Re 
: MATERIALS : neditéparency (ps 3371, Handguts @) 33H 2 : oe 

: a REFERENCES: "Peete Sheet on. Portable Fire: Extan, wishers-National, Safety — 

Bs “Mt -Couredl he # ne ; 
a _ . Splectin fire Extin, uisher = ' University of Missour 1’ a 
eM TL ; 
Fadl ae 7 ; _ - . 
a ae 52 ee ae ie i, 

eat PREPARATION - (or the” Tearner) . 
Aa ae , 7 ‘ ae ot 
con ‘Ask’ these duestions: a ne we : ae 


ey ote hg 


“B.. Classification of fires 


‘Lh. ‘What kind of fixe ‘extinguisher would you ‘buy for home use? — 
» Shap ae oe —. Sees 
ke. Wha, s when: water. is thrown on a gasoline fire? os 
Se, Have on. ni iilaplay ‘several types of Miré extinguishers. =7°""! 
os Pi, “Have Fireman demonstrate methods. fog use of fire extin- . any 
‘ guightrs a ; ae . me is te, y 


ESENTATL-ON _ oF the int Ematio = ‘en 


at INSTRUCTIONAL TOPICS KEY P ye 
A. pindamente ts of fire ae F ghitae 1. “Fires burn ibeeenes three element's 

extinguighment. ‘2 me ay are present. ee ‘ty 

al ye A as a. Heat 7 
c. © OS ae ie ¥ oe aay Be Fuel 
_ Doom tg a oP Oxygen 
i f ' st ee Renova any one element and the, 
‘ge Pike ? 


ate fire Roes out. 1 


oo ae il type of patecal ‘burning. ; ‘ 
- a. Class:A:. ordinary combustibles v. 

% oe a4, (wood, naeed, straw, cloth) 

"ob, Class B; flammable liquids. — 
u (oil, gasoline, etc.) : 
: ec. Class C: electrical fires 

a (motors, wiring, etc.).— 
- 1 d. Class D: combustible metals 


(sodium,;--magnesium, etc.) , 


116 


Bie 


2... PRESEN 


= ee EE ETS 


‘to. “remember _t: to do do. or ~gay) 


24 


sified, 
Fire 


" G: #G1assi fication: of ‘fir’ » °« G, 1, Fire extinguishers are cla 
ext inguishgrs oa 8 : a according to the ¢lass of 
age We they can control. \, 
” es. pO. ay ma oe 7 4. Clasiti.A. extinguishers egntrol 
. Class A’ fires, etc, 


ou." Te Pe he 


Dé..Factgry classification ..” D, 1. Sctiviguishers are rdted by the 
; ae 7 ; 7 ~ Underwriter 's Laboratores ' (UL) 
CR ne EE ee er and. Factory Mutual (FM). ; 
7 ak ie oF * > 2, po'not buy an extinguisher which «| 
: eee eee ee .o°06is not’ appréted., by one of these , 
— _ —— *¢ #4 -* i cae : hee he te 
ee. ar ie ane Se oS 
oe Color and+symbol. ‘class Jv BE. Ol... In addition eo the letters, each | 
“Y ) y e Fieation ioe, eS ' classification has a symbol and * 
- : .  % ». color. to aid: in quick identt£ica- or ea! 
. — “thon, fg epee Ad 
ee 7 , ; a Refer to Transparency. Aa) 43t1. ae 
. BF: ‘types of’extinguishers ~~ TO Dry: chethical extinguishers 
vw. > & and’ their characteristics, ©, ; General: ‘ 
: . a a J extinguishers control C 
A,:B, and-C Fikes - are pro- 
~  bably” super Lox ito all others, 
 Régular dry-chemical extin- 4. 
pated guishers control aitly Clasaoss>. 
, "Band Cc: fires. Lo, ny catiBapeg 
tee ae G- Disadvantage: leaves rar 2 
Pes ee ce. due that may -harm delicatcltie aan 
a ee a % machinery, a. 
ae ° of 7 ; Zi Carbon tetrachloride, extinguishers ' 
‘ ; ( = -a. ‘No longer ‘approved for use, 
‘ . a a ae “Prddétes highly toxic a 


Va 


. vat high’ temperatures. 
‘25s . ae ‘Water type extinguishers (p 
Weg x . ized or pump) 
, a. Effective only on Class A fir 
‘will spread Class B-fires. 


ey, b. Will freeze at low tgmperatures. é 
: ) Cee 4, Soda~ acid and foam type fag if 
Pag sa, .Is basically a water type’ extin- 
guisher. -. 
a b. Effective only on. Class A fites ~ | ° 
, \y. _ . .will spread Class B fires. — 
‘’ c.. Cannot be sub jected to freezing 
a ; ‘ . temperatures. 
h - : .5, Carbon flioxide (C02) extinguishers : 
et , ria a.- Excellent for Cla’ss B and ¢, +4 
a ge oe . fires, but. #ill not Sontrol. a. 
: a 3 Glass A fire. ako ne oe | 
leaves no restaie. 


gti 


essur- |: . 


re) lee erator vores mae ea ere eee Jad a gtgs 
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pra 


eS es Disadvantage: “concentrated CO 


: ‘ . ean be fatal-if inhaled,, Also; 
~ q. ~ J me .COp can freeze flesh if. ae 
: , at close range. - o 


Be 


G. In summary, the general | , G.. Give handout (2) 33H1. 
dry-chemical extinguish- e . 


er is. superior to. all ap , hs ‘ _ : ig eae 
other types marketed. . = uo ' ae 
H. Location of fire extin- - H. 1..- Close to likely hazards, * . 
guishers _ ° 2. Along normal paths of travel, 
, : ‘but''not blocking passage. 7 
3. ‘Easily ‘seen, . oe — 
, Ga Rasy ‘te remove ‘from hangers. 


I. - Care of fire extinguish al. de L., Follow manufacturer’ s instruc met 
ers , ‘tions as regards storage® 

oy, temperatures, ete," He 
- dee 2. Thoroughly ' examine ‘extinguisher re 
Pain : ge , ~ once.a year. eae? oe ha 
3. Have competent person service 
ib tee ext nguisher TE it needs. tt. a 

he OR ae an Handout (2) S3H2 a re ar 


3. APPLICATION = ; ee bs 7 Le 
: ; . a : ee aed . eS Roy is oa 

i; | Organize role play si Wie tion ‘students acting as  Wéalesmen" Phe 

iy ay! "customers" ‘Gustomer witt ‘tel why’ he wants a fire extinguisher se 

ge ge what use? or area) and. ‘salesman will’ advise him as toupropéer.. yc ; 

, eee, Salesman will: explain why he advised, the. particular type. 


oF <<" A. Have students tell. which kind of fire | extinguisher to -7@ on each 
; class, of fires. : ws aan 
“B. Have students tellahow classification is, marked on the fire 
Sask . extinguisher... “ : : 
mate _.°€. Have students make, a ‘list of .areas where fire extinguishers should 
eee 2g i oe and give the best type. = 
; ——-f—— So ae 
SUGGESTED ACTIVITIESS Sag gy Oe 
Invite. pies department, to: GP ecane’ fire: extinguishers, , ar 
\ive studént read Fire Extinguishers for the H ; I 
* ‘.’ North ‘Dakota, State University. Extension Service, ‘Fare® 
fet OS! + Now ely sakot® 58103 ; 


oe et a sa ; a. _ z ; = » 

_ _ "NEXT LESSON: | dciucete ‘Informal. Meetings ser" , : . 3 

laa eae _ Z “ 283 .2"% : . lesaves. | ws ret SP : ee 
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COLOR AND SYMBK L CLASSIFICATION 


at en % ‘ P53 Ae y : : 
phe. hae FE, wk og i, me ae : 
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" FLAMMABLE LIQuiDs: a : 


tae —_ St " é 


Hy : 


t : ' 


~ ELECTRICAL EQUIPMEREE 


Ohne io “eal a 


we 7 
¥ + ti 
. : ’ 
nds Wh 
4 ‘s €ooN 
~ 7” 
« a A J 


. 


" COMBUSTABLE ‘METAL. 


oon ae 3 8 Q: tk Transparency /(2) 33TL 


ge 


, ‘ 7 ’ fey oi 
" ‘These extinguishers are draped. ‘exactly 1 iced Y wpe “thd 
, 3° ‘resemble the gas _cyagridee extinguisher, The foarh:. Ale Baal: operated 
‘vif’ exactly like the sgda&~acid type, However. it is afferent ingide ‘because it. 
, containa different chemicals, ra \ i im er 


‘p " ae, wee : 


Tt contains a solution of water, ‘bicarbonate «jf,goda, nda’ foam making . 
ingredient in the outer part of the ‘extinguisher . otis inner chamber ‘tontains 
_ water. and aluminum sulphate. When the exkinguisher is ‘inverted and the chem- 
av, tealg 3 mix, astream that resembles foam comes out of thé extinguisher hose, 
- . The extinguisher contains about 24 galfons of liquid, yet it will generate 
_,fibout 20 gallons of foam, The: foam blankets the fire and smothers the flame 
(by. cutting off its supply of oxygen. It is therefore recémmended , for flam~ 
- mable Liquids J in'class (B) fires. Since this extinguisher contains a consid- 
erable dmgunt bet water it is also effective on fires of ordinary. combustible - 
. class ay ‘materials, “ 


! > Yo 


4 * = ‘eche . be ; ae mee : 2 -_ - eR 
eS 2D STREA ia oy oy —— woe 
em <P , mera ema 7 _ - 7 : % E 
a ae - ‘smhe- Aswad stream, “att adhe shers Jook and operate saaatig like 1 the gag 
_ ‘cartridge: ext inguigher, ‘but, in of plain water it contains a special solu- 
‘* tion” of an alkali metal'salt, ‘For some ‘geason, which no one quite understands 
_ ‘ghis:. solution is, poetactive on class’ (B) fires) as well as on class (A) fires. 


be This axtinoudahery isyone of the most: familiar types: It contains special- 
«g .. ., ly treated ‘carbon tetrachldéride and is operated sifplm by pumping the handle * 
va, Tf. back and forth, “The most,common size’ container is one quart of liquid.’ The». 
a stream will “travel for 20 or more feet for about 45 seconds, When the Liquid. 
Pee comes in contact with heat it turns into a heavy vapor which planners and’ 
pate smothers’ tae fire. It Aare non-conductor of electricity. — 


a ry 


; “the liquid ; in these “ext inguishers (carbon ‘tetraghloride) can oe need on 
-electricalf§ires. -Do not use it in close places. whe¥é* you can'§ get plenty 
ae: 4 fres h air, because | ‘when it vaporizes it throws off’a gas which : ‘highly 
‘ge and there is ‘a chance of ensure UES using this type of extin uisher. 


Ce, 4 . 


Ea Ge eae a, “ - 
* This* extinguisher has-a horn” like, nozzle through which carbon dioxide gas > 
= escapes when the valve ‘open, The gas blankets and smothers the fire. It | 
‘also is a non-conductor of éléctricity. : The extinguisher has a maximum range 
\ of about 8 feet but the best results are obtained by playing the discharge as 
ee close to the fire as’ possible, moving the discharge horn’ from side to side, . 


‘Gas is compressed at about 800 to 900° psa and, this type should not be loeated .) 


y? 'F in. areas with excessive /temperatures re 


=~ oe ‘7 
a 


.7 Be gee ae ae. d., 90, ° . a ve st 


See gee oa Sa ; -@ © Handout (2) 33H1, 


. . nee ee . . 2 co. bs 2 eS 


: a , ; 123 

t . ak 

ie bry ghemigal extitac ie look somewhat like the gas ‘cartridge,.type, 
‘i v pee the "valve at top of extinguisher punctures a cartridge of iwarbon 


dioxide gas, ‘relreasing: itydnto the chamber, forcing the dry chemical out 
, through the spl has ha#@"a control valve at its extremity. The ‘discharge 
‘lasts from 8 to seconds, depending upon the size, Horizontal range aver- 
ages 5 to 12. feet for 4 pound size, 20 to 25 feet fot 30 pound size. It is 
-adapted to class B and C fire. ot ‘ 


i 


ee WA dry chemical extinguisher known as "small type". and is good for use” 

‘ "lon class A, B and C’fires. They are available in 20 and 30 pound sizes ; 
ha mp the stamp of approval of Underwriters Laboratories and Factory . re 
Mitusl. The powder is. :knowfl_as Formula 8, having a base of mono“ammonium~ | _ 
phosphate treated with a silicon resin and is forced: through outlet hose 
with: 150 pounds of nitrogen or aey air: , 


ay * 


-_ — 4 ; 
FIRE EXTINGUISHERS - TYPES, SIZES, USE 
Vaporizing . “es es _ Loaded _ Dry 


= Powder = 
5 to 20. 


A ca SR Rad PL SESS SS ened ane ane Sr = 
Pump type Invert. Invert © Ope MP. Ch Caan gas Sarteidce 
Air press. [valve Aa t artridy ‘air pressure: ge 


“Tnspect for | Recharge | Recharge, Mm pect . f§ bar “fully Tnopect for | Tnepect for 
; leakage annually pnnuat yi bytp Inspect for Leakage » o" | Leakage 


: , a |e a, : : 
8 ft, 30 ft, . Qft, _- | 6-8 ft. 
Approx, Rate of Approx; . Approx. 

{1 min, pumping %  /] 1 ttn 1 min. 

7 a to 2% min. | ” 
“| Bicarbotate |. al=* "LEE ead Sciitina of Ghenically 
- of -soda; phate, bicar- 7 : / | alkali metal | processed dry 
“sulphuric |" bonate of. soday ; salts powder 


“Blanket ing 
‘emothering 
Poor =, & 


|) Poor=should, 
4 not be.used 


“Poor-should | Poor=should | Excellent — “Poor-should .| Poor-should me. 
not be used | -not be used 4» “' . {| not be used’ | not be used... 
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a : 
BOOKLETS ! | 7 


’ _ . “ 

alte. Sheet. on Portable Fire gExtingu ighers. _ No, “199. 01, National 
Safety Gounes hy “425 N; 

‘ eae : fe 

Fire Extin; uishers' oo thé Home and Sho; "iG, AES 79, Extension 


os ervice, North Dakota State University, Targo, N. D. 58103. 


nd Their Use. Nd, 9402, oklahoma . 


F) - 
‘Portable Fire Extinguisher 
‘State University, Extens 


f re Extinguisher. io. 1906, Universit of Missouri. 
“Extension peyiei ons Columbia, Missouti 65201.) a 
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ADVANCED CO ICATIONS SKILLS 


Conducting Informal Meetings 


Public Speaking ) 
é Y B i 
t 2 
wait 
od ; i. _ . 
. 2 be 


ys ' a 
: ’ o4 
: ¢ \ 7 
. ‘or ‘ nie 
4 . * ? ? 
ae are z. a 
aoa : : ; aa 7 7 
¥ , 
ivip. a Cra 15 
es . coat 
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z ’ “ ¢ 
eee dy 


{ at 
ds oF 
a> 2 ; a 
FOR'S [Es Dinas i” 
étiéra ly Ye latéd Information: ot 
_ _ Thiet 4 a 
wo eet Me on 8 oo Leason— 1 > 
eer : i ; *, : ‘a os ; : —————— RF 
SUBJECT: Conducting, Informal Meet ings 
OBI ECLVES : Student wil vee be ablé® to Lead an Informal me cet ing, metntatn . 
os : interest of his subordinates and achtleve, an assipned - “Na 
oo , cc’. ‘objective in this area ; 4 a 
; ” 


TEACHING AI IDS: Videotape, tape recorder 


* MATERIALS: List: of short meeting ‘onies, “a a” he 
*\. Handouts (2) 41HT=3 ° ree cgi: 
Transparencies (2) 4171-3 oe Gs: * 22 ee 
ye 3 ge lets i 
REFERENCES: Wike ley; Wesley, Oral, Cofimtintcations. “MacMilliar .Go. ,-New gS 
- “4 4 York, Nv¥. 10001 ~ - Gee Sh 
Me a ge ; Capp, Glenn R., How to Communicate Orally: PrenticesHalby' . 
2 trices, Esiglewood Cliffs, N.J., 1966. ; - eo Oy, Ke 
{, PREPARATION OF the Tester ee igi 7 he. 
a : ' ae Mie ee a “ae oe 
ee eee Yr ge, eG 
$aM (so a Give poreral students’ in: the class. "the reaponeliggtity of. cpnducbing | a) 
a res: short meeting . on: a ‘specified, ‘subjects: Videotape these attempts: ; ; 
ve ee ah to, bt ghlighte errors. which must be pptfoved. Mis will, lead ‘into. 
oe a, Pe a the lesson. | ‘ ae -_ a. 
See oe ye Be Define where aie skilis to seotduct neet ing’ are, needed in-the » ° ae 
Hea ¥ ve 2 wha ‘of, work, » : 4 ae 
ope a ee OS ~Mbjseise how: one can n profit Fron, a meeting. . Give’ 1eT (2), 41H1 cen 
\ . : i oe oA 7 ” os : 5 
: INSTRUGTI WAT. "TorEcs s CY, POINTS (is s to Eonenber to toa ga on 
is o* ‘ 
: AL Gescae for norte . he, Diabias” ‘reasons Agr holding infor 
formal meet ing. = qtheet ing, Lt % 
wo oa . 5 gt a, ‘Spike rumors‘ that are! etroyla- * 
pre ves “Ss ‘ ae go ting. “ ° preity My. a 
a. as : ~ 2, Discuss pradyetion: figures “or | ; : 
; - : . ee - ‘ a ‘schedules... So * fn Wie 
ao Ve, a 3, Introduce new ated Oy able _ i 
; : 4, Make announcements. ; 
“ ; hag one e.g 5. . Decide oh how to raise tonay for « on 
ie od a ee oe _ clube a 
e, re Soe of Ms “r 
B. Teneo: of! meeting and ; Ba, Explain limits’ of neeciag, e\ 
° pre. a. & os 1, Like a women's :dress'- long enough 
, . -% . to cover the subject but, short ~ 
~ : oat enough: (4 Keep it interesting,: . 
—“\ 2, Usually. between. 15 - 30 minuparr_ 
as ee a-definite. Pime' limit before- ; 
ee stick to tt. cae 
aaa ee the. message.” the, 
J ; Show ay 4171 eae 
t 5 = ; 
: - &, Fy * 
: : “6 = ue Re : 
a ae ee 7 ene oe e 26% ‘ 


130 ; a = 2 
2 TRE sagt ION Ce ont Lael) ok. 
% eee! JC] TONAL ‘TOPT 1S ber to 4 do: “or, ae oars 
“CL LeadLag an ‘Lnformal meeting CG. De ebaite iene an informal meeting 
io 1. Keep meeting on subject. 
: 2. Prevent bull-session. | 
3, Draw out quiet dnivaiduarlen, 
De. P ro¢edure for information.’ ‘'D. Criteria ‘for {nf ormat lon, meeting . 
= meeting. , - ee : 
1, Make your announcement “Ll. oa, Tell why the meeting is , 
. ~ important. . » : 
a” ¥ b, Tell how it will affect gt gh es 
" oo - people in meeting... | BG 
‘ 2.’ Ask for questions. or : 2. .a. In what: way will thig. announee=_ ° 
o. eee. “ak questions; - =, ment change company’ ‘s output, * 0. 
‘ tm,” “ . _ 2 b, What part’of meeting 1s - , ro. 
; a . *, least clear to you. - - eo hes 
3, % umharize _ - 3. a, Restate main points. aS AE 
. = , 7 - 8 ta a by Clar a ae a inf brwiat ion. , Y 
— . ° % 2 oe a 
"he cedure for prablem E. CriterLa for problen solving. mectia. eM 
‘solving meeting © . re 
1, ce pagbien a, 1.- daceenine +f there is a aa -) 7 cal 
hee, hak a : — : problem. we te 
= . ‘hb, bé@-specific about probtem. |. Min 
oho Bue the facts. - 2. a, Causes of problem. , ti ee 
Co ‘ _ b, De ide “on importance of. - 2% 
<3 , F: problem, == * i = a 
- 3, List advantages of 3. a, Company produces mote, |  * gy "4! 
s gtig solving: problem b, Prevent accidents. <. | Pha & 
a se A, Lejos ofstacles that stand . 4. )a, Lack of cogperation, ° , . ee 
° in way of solving : . b. Not enough, trash™ receptucles, 2 ee 
' problems. €; Carelessness. a % 
5. Suggest posst le solutions. 5. a, List company" 8 ‘obligations. : ee i 
' ‘ ( , , b, List ‘employee's obligation, 7 ee 
: . : "ce, Sho (2y 4112 ; a. 
° 6, Decide what to do, 6. a. Take action. —, e hey 2 
‘ * ‘wb. Check results.’ (°°. 5 . 4 
; c. Show (2) 41173. , ee 1 rie 
d, Give (2) 412. yp 3 a 
ae . , ae at 
F.. Use notes but ‘do not fead, F. Problems of using’ notes . 
: 1. Reading loses. -igterest. 1 ; . 
. 2. “Makes” speaker appear enthuse . ax : 
: \ silastic, mo was. 2 
G. Common faulta of conference G. Disquss faults of conferénce,‘lea 
leaders , 1. Using power of position’ *~ ° 
. 2. Trying,to cover too much ground. f 
. 34 Getting ANBYY. of ; “ 
4. Talking too much. ‘ . 
5. Starting and finishing Lal Ofer 
4 i c F 
w Y 8 : 
4 4 QO } . . 
o_ ; ae 
ERIC ‘ 
‘ ae . 
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4 APRRTCATION A. a re oi a 
: i : - & ’ io 
| Sa Video-tape meetings and allow class to criticize reruns. 
: b- Encourage class to use meeting guides in class problem | 
Ls solving, activities. ’ . / 
/ 
e 4 : = — — 
“s TS a. | 
, Divide clase qeinto groups. Assign leaders and give each group a specific 
, Problem to solve in y eiven, perdod of time. . “Give (2) 4LH3 as guide 
‘for, reader.’ at 
of 
fe 3 Paw ticipate in organized youth conferences sponsored by school. 
; "Assume chairperson’ 8 role when available. ‘ 
oa oo a = * 
\ . ‘NEXT LES N: ‘Public ee 
. *. a ; a ‘ 
- & rf . : b & ‘ ' 
‘ = = : ? 
i a . : / an i Ae : 
on t * s . 4 if 
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FOR WANT OF A NAIL . 7 
FOR WANT OF A. SHOE |. 


( 


_ THE: SHOE WAS LOST | - 
| THE HORSE WAS LOST 


\ FOR WANT OF A HORSE oo e 
_\ THE -MESSAGE WAS LOST FOR WANT OF A MESSAGE. 
| ae eae THE BATTLE WAS LOST’ 


FOR WANT OF A BATTLE © 7 | 
THE KINGDOM WAS LOST. ALL FOR WANT 
: . OF ANAIL. © 


THINGS AFFECT THE MESSAGE 
i ae a | 
2 oa estan a 4171 
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UTTLE 
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/ | Oc , stm 


oO 
GET THE 


* FACTS 
em . a / 
REVIEW THR GECORD i 
PEND OUT WHAT RULES 
AND PLANE CUSTOMS 
~APPEY,' Od 
TALE WLU ALL INDLVID- 
VALS) CONCERNED. © 
% t 
: 
i . ; 


QO. 
gow WEIGH AND 
SY hes ssp gone toon: 


CONSIDER RELATIVE —, 

TMFORTANCE OF FACTS. 

HAT POSST ALE ACELOMS 

ARE THERE? 

CHECK “AGAINST (PRACTICES 

AND POLICIES * 9 ~ 

COUSTDER KEPECT ON 

NOLVEDIATS , GROUP , 

| PRODUETION. aq 
pony, JUMP AT. 


 GOSCLUSLONS 


fransparcemes (23 4172 


? 


: eae a “ f Z 
4 OS ; : 
agit ." vot 
. ee a ‘ . : 
Bg 4 r i ‘ : 7 ~ 4 
7? oF Ra gp SS _ a 
st % wt we i . pen . “yf : nf 
she oe a ee “te . % 
“TAKE ACTION | 
we Alu YOU GOING: 20 AFAWDLE 
HTS YOURSELE, bO-YOU 
NEED HEED IN UANDEING? 
SHOULD YOU REFER ATS © 
TO YOUR SUPERVISOR? 
WATCH THE TIMING OF 
; YOUR ACTION, _ 
. , 7 a : we = 


HOW SOON WILL | YOU # 
FOLLOW UP? : - 
HOW OFTEN WIL YOU sw . 
NEED TO CHECK? ; 
WATCH FOR CHANGES TN So 
OUIEUT, ATTITUDES , fo 

. RELATIONSHIPS. ax 


1 3 
. 4 
A a 
a . 
I 
2 
i 

/ Transparency (2) 4173 


a 


, Wow to Profit From.a Meet ing ‘dl : 

Meeting are often the subject of jokes "TE there's’ + oni ching we all 
agreed om at the meeting, it's that nme of us can agree oOn- -any thing" 

tay be one your "ve heard--or told yourself, Roe 

i, Or maybe you've heard the story about, the fellow wlig attended a town 
" | meeting to hear the mayor speak, After the meet ding hadiProken up, a, rene 

asked him what the mayor had said. "Come ta phir k of i, I'm not sure,". 
came the reply. "We really didn' t say!" 
- Unfortunate ly , too many meetings are unproductive. But they aheulante 

be, By definition, meetings are designed to bring peopic together for a 
common purpose--to solve problems they share: or to decijde upon some course 
‘of action satisfactory to all. And they can--but only if everyone -nvolved 
is WELAene to participate. and take an’ fnterest in the meetings they attend., 


Manaé THE MOST OF MEEtINGS ‘a 


- Whether - the abject is safety or, security, cost control or energy ‘con-= 
hautwardots chances are,,good that you're required to atkend a number of 


meetings each year as a pant of your iep - To-do your part to BEND ‘make the 


most of Ose meet ings: 


4 Ae Gaeen closely’ ‘to what 1s béing siid so that you: won't iiss > important 


: i poanen , : ‘ 
2. Onee a see hag. finished: ask quest Long if there is anything you 
; " don't understand. s 2 ‘ 


Det : oe = r ) 


3, pee don" © heagtate to attor sugpestions- or give your seanions when 7 


7 they’ are asked for. Help make Ener meeting a succesa-~make Lt a real 
meetgng of the minds ; 


. v 
' 2 


+i a 


a Handout (2) 41H1L 


La 


se, 


Is “e : f. , ‘ 
| _ 2 4 » Wd 


4 ; . ; 
: ; os = E . 5 - ; 
” HOW TO HANDLE A PROBLEM a 
Te , e - ; , . i « ; 2 
1. GET THE FACTS," Tee BE ’ ve 
: 2 a a a: te 
. Review. the record. ° 
ek Find out what rules and plant customs app ly. . ; 
+s 4 : - > eet F car] = ‘ = a = 7 
: S individuals concerned. ~~. - 7 : 
Be sure you have the whole story. 7 . _ i . 
‘ ; 4 a 
2.’ WEIGH/AND DECEDE , . . vA : oo. 4 
Fit the facts together, - - ~ a . 
Consider their bearing on'each other. — _ «se a os 
Check practices and policies. . — ‘4 “4 7 
What possible actions are there? - a ‘ 
Consider effect on individual, group, and production. s 4 ar 
‘ : : oe = s ' ea * 
Don't jump at conclusions, - te 
3, TAKE ACTION ; 7 
‘ : ; : ; its 4 
Are you going to handle this youself?4 ee ; 
4 : . ; - | ; _ ks; 7 
: Do you need help in handling? a Pa 
. / 
; 
Spould you refer this to your supervisor? i: . 
ton ‘ / 
| Watch the timing of your action. / ; 
|. | 7 a | % 
| 4, CHECK RESULTS. 
eo . . / ' 
| How soon will you follow up? i. i 
: ae 
é 
t 


| How often will you need to check? . : ) 


| 
in output, attitudes, ‘and relationships. 


| Watch for changes 
! " ‘ 2 
| Did your agtion help? 
: ; . 
| = t 
{ 
| 
10 3 Handout °(€2) 42H2_ 
é . ; a 
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a 


) so es * DETAILED DULLES OF THE GOOD CONFERENCE MEMBER 
, - * . : 7 “he 
- 7 : ° : 7 * . _ i é = 7 . . . 
‘, « l. Contributes ideas to the discussion E i 
re : : ao <8 a 


ee 


_ — . a. . 
Understands why he is attending the meeting 


* “a. 
ae 5 b. Makes aure he understands the pronase a 
‘ : c., Understands the facts : ee ‘ 
qe d, Offers facts and ideas : 
Be ABER Ane dissenting views in face of opposition a , ‘ 
2. pistens: to the jdeas of others 
a, Gates the viewpoint of others (tolerance): 
‘b, Helps others to develop their views and {ideas ° ; “ 
c. ‘Te coureoua - * 
d. : ; ts : 
e, Lidgtens carefully and reels se . 
iB Considers the problem objectively. — 
Tg. 8 a, Maintains an objective attitude : 
« -b, Avoids giving or accepting opinions as facts. = | ae 
_ c, Avoids becoming emotional |. ae 
: d, Maintains confidences and avoids gossip ‘ “ 
4. Contributes to orderly ‘eondwet of meeting © ; 
a, Attends the meetimg and is prompt . . if ee % ' 

‘ - ‘b. Helps the leader maintain order av . 

c. Is orderly himself _ pote 


d. Arranges matters so that personal interruptions are unnecessary 
e, ‘Avoids side converbations with neighbors 
7 f. Refrains from dominating the meeting 
g. Stays on the subject” 7 


Handout (2) 4183 
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SUPPLEMENTAL . 
: ; ‘ TEACHING MATERIALS FOR ICT . 
‘ * . GENERALLY REIATED LESSONS | so x = = 
? a * , gg Wit 
— 2 er _ : Lesson 
. BOOKS Pa aie oo ; . a Mg 


‘ m . 
Capp, Glenn R. How to Communicate Orally. PrenticesHall, Inc., 
Englewood Cliffs, N.J., 1966.. 


nd Debating, Richards 


- Hughes, Mary Louise, ‘The Teenager Speechmaking and Debati: 
10010, 1969. 


Rosen Press, 29 E. 21st. St., New Ygrk, N.Y, 


Wiksley, Wesley. Oral. Communication. Macmillan Co., New York, ,N.Y. 
10001, SO ; ‘Ys 


FILMS | ; 
How to Conduct. a Discussion. Clearly explaing some of the basic princi- 
- ples of methods which discussion leaders can use in order to insure 
effective and satisfying discussions, 25 minutes, 1952, state, 
- Language ,and Communication, Gives understanding of our heritage of spoken 
and written language and its role in the communication of ideas, 
16 minutes, color, 1966, state. 


_ TRANSPARENCIES - : 
Communication Process. , Consider speech mechanism outlining and interre:. 
lationship of audience and speaker visual products division, 3m 


Company, 3m Center, St. Paul, Minnesota S510. #43 
Z 
. 
e 
j A 
2 * ‘ ‘ aes 
oh 


INSTRUCTOR'S LESSON. PLAN < | 
Generally Related Information, . . : 
, - ; Eis  , ‘rhtcas- 
aks : a Lesson__2 
~ SUBJECT: Public Speaking : 


OBJECTIVES. To develop student confidence So that es may express hin- 
. self and relay information to a large’ group, of people. 
TEACHING | ‘Arps: ' Gideabepe: tape recorder, Transparencias (2) 42T1L<2 ar 


REFERENCES; oe Abatisy John, Hoy ‘to tale More Effectively. American | 
Technical Soctery, 848 E. 58th St. » Chicaga, Ill. 60637 


1. PREPARATION Gof ee ee 


A, Inform students concerning the importance of preparing .and present- : 
“ing information to groups in a eee intelligent, understand- 
; * able manner. 8 oe 
' _ ? > 
-° B Videotape equipment shotlhd be. Ged @ir ing Paednee to assist in 
Sy deve lop ing the. student's sae and Brenehent tell 


. 2. PRESENTATION (of the information) “ 
cs a S (things to remember to do or say) 
a | : = 
A, Supaeae ina “sot a ‘ &. Discuss eriteyia’ for a success ful % 
successful speech speech, * ; 


1, Know your audience 
2. Don't memorize 
9.. Make an outlina_ 

4. Know your subject well 
5, Practice your speech 
6, Use good eye cantact 
7 
8 
9 
10 


3 


e . Speak loudly and clearly 
', 8, Be moderate in movement 
. Use gestures for emphasis « 
. Show enthusiasm 
: 11. Involve audience 
12. Have good posture: 
13. Be dressed properly 
# . s . 
L Draw other suggestions from students 
and list on the board, 
' 4 + B.- Reasons for speech B. Discuss reasons for speech 


1. To interest 

2. To' inform 

3. To stimulate ¥ 
_4. To convince 

5. To persuade 

6 To entertain 


C 
x 


i 


_ PRESENTATION (cont aise. 


OTR ASR 
? 


D, 


. Including content 


147° 


CNBTRUCITONAL, “TOP T 


‘Types of speeches 


Speech preparation 


-and referenceg 


hi iy : 


‘Characteristics of a 
successful. and eppoten 
speaker , 


a we a 
Example of ysing . 
job related- ideas for: 


coop student in’ organ- 


izing’ a speech, —  * ; 


re 


KEY POINTS. “Cthingn to. “remember, to. ‘do. a or. ay) 


a 


Cy Ciscae typen of soiiehede 


1. Informative: 
‘ 2.. Perguasive 


i 


aa 
D.” Bxplain | oriteria: for apeech prepara- 

hion and content. - a 

1. Be familiar with subject 

2. Use ref erence, materials 

3. Maintain a contro}ling idea 

4, Have an appropriate intro- .. 
‘duct io and conclusion. 

5. Make it concrete and to the 


. point, 
6. Can be argunentat ive as well as. 


_ persuasive a 


‘Ask ‘students auastione concerning the 


above points. 


Stress the supplemental reference 


materials, 


l. ILlustrationg 

2, Comparisons and contrasts 
3. Specific instances 

4. Facts and figures ° 


E. ‘Discuss: characteristics of successful 

and problem speaker- 

1. Quality of vocabulary 

2. oe a 

3. Firmness 

4. Correlation of Sa ae and 
audience 

5. Regard for Listeners 


Show, (2) 42T1 - 


, Draw suggestions from students to help 


problem speaker to- overcome difficulties 


- and List them on’ the board. 


iscusa ‘organizing a speech. 


D 
roLe Cooperation 
. 2, ‘Attendance . 
3, Neatness. »® 
.4,. Safety - en) . 
“5,' Reldability = —°. Yee og 
+ 6, Thoroughness ~*~. ” 3 ‘ 
7, Accuracy ° bg , 
8. Inftiative co ht 
9... Ef ficledey 3 
/10, Attgtude a . 


2, Pp 


= 


148 + 7 - 5. Fs ; S.3 


é 


a aa a a et 


3, APPLICATION _ 


A, lave students make a basic outline of-a prepared speech, | 
B. Play recordings made of a speaker (w4deo or tape’ recorder). 


and let' students point out the good and bad points as the — oe 4 


>. speech. ‘s 
> Cy Have | students practice role of speaking and. ‘articulation. 


: “TEST ie als 


Have each student prepare aad present a speech on some phage of ¥ia ; 
job, VICA or ICT, The student will be evaluated by both the coord in= 
-ator and the other students-in the class. Use evaluation forms, 

Tape each student's speech and replay it. , ow * 


’ 


SENS NEA gP RENEE EERIE een ete a: 


5. SUGGESTED ACTIVITIES: F 


A. Have experienced apenkers talk bg svidatire: Later have the 
» students evaluate them. - : 
, B. Have students enter ,VICA aNaceh cONnteSES or 
C. “Give students a subject and have them give a 3-minute’ _ 
'  {mpromptu speech. (Use lottery system.) ‘ 4 


‘ 


* F 2 : s 


| ed | 
THE HONKER 
7 . | . “fe - 


Sa 
THE SQUEAKER 


THE ROAREIR 


a 
PROBLEMS SPEAKERS MIGHT HAVE 


L109 


o.. 


ZEWIA PiLatt 


ORGANIZING & SPEECH 
FOR A COOP STUDENT 


‘es JG 


Q 
E IC r Tremsparency (2) 4212 
aNNe _ * | 
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. - SUPPLEMENTAL 22 
= ‘2 TEACHING. MATERIALS FOR ICT 
GENERALLY RELATED LESSONS 
; : : Unit 4 
@ Lesson es 


BOOXS . meas 
Bordeaux, Jean, How to, Talk More Effectively. Amenican Technical 
Society, 848 E. 58th St., Chicago, 111. 60637. 


Be iC oe oer Richard L. Johannessen, Building the Contest Cation, 
The H, W. Wilson Corporation, 950 University Ave., Bronx, New 
York 10452 


Hegarty, Edward, The Successful Speakers Planning Guide. McQyaw- 
Hill Book,Co., 1221 Ave. of the Americas, New York, N.Y. ~ 
10020, 19,70. 


n 


McCall, Roy C., Fundamentals vf Speech. Macmillan Co., 200 Park 
JAve., New York, New York 10003. 


McFarland,’ Kenneth, Eloquence in» Public Speaking. Prentice Hall, 
Inc., 521 Fifth Ave., New York, N.Y. 10017, 1966. 


f 


shefter, Harry, How_ to Prepare Talks ahd Oral Reports. Pocket 
Books, Inc., 630 Fifth Ave., New/York, New York 10020, 1¥63. 


Welsti, James J., The Speech Writing Guide. John Wiley & Sun, 
Inc. , 605 Third Ave., New York, New York 10016, 1968. 


LLMs 
Getting Yourself Across. Shows the rele of tng speakers posousall by 


In putting ideas acivss to the audience, 21 minutes, color, 
1968, state. 3 


Mg 
TRANSP ARENCTES a ’ \" 
Oral Communication. Teaches directed, text plus 20 visuals. Visual 
Product Diviston, 3m Co., 3m Centyr, St. Paul, Minnesota 3510]. 
id i 
\ 


“154 


: 
Lesson 1, 
Léssen 2. Auto Insurance 
— ia 4 
Lessen 3, Life Insurance - 
| ‘ 
Legsen 4. Hospitalization Insurance 
- 
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SINSTRUCTOR'S LESSCN PLAN | ooo 
* 1% = Generally Relate. Infgrwetion ~ 
: c— “NO oe Unit _‘S. 4 


t 
et 


Lebson i 

. , SUBJECTs,, Why Insurance: 
4 

OBJECTIVE: 


of * “4 


ine prinzipal terms. 


* 


a : TEACHING AIDS: 16mm Projector, Overhead Projector 


™ 


. MATERLALS: Tramsparencies (2) 517182 — Student Notebooks; Film, t 
‘Sharing Economic Risks, 12 minutes, 1942, State. Pars 
pa 42) SIH1 - Study-Quiz. - . one 
: { , 
~ 3 , i 
. REFERENCES: Policies tor Protection. Education Division, Institute 
of Life Insurance, 277 Park Ave, , New York, New Yor 
: “10022, 1973. ' 
: ' Moderns Make Money Behave. Institute ot Life Insurance, 
277 Park Ave., New York, New York 10022, 1970... 
Succeeding in the World of Work. McKnight amd Mcknighe, 
Bloomington, [Lllinois 61701, 1972.) . : 
I. PREPARA[ION (of the leammer) = a 
A. What {s insurance protect ton? : 
B. Where do.ye buy insurance? : 
Cc. What types'9f Insurance are there? ' 
D. What ts the"purpose of insgkrance Compatites ’ , 
| ee ee Be, oe 
TU PRESENEATION (ef the Information). * 
INSTRUCTIONAL TOPICS KEY POINTS (things to remember to dle or say) 
: A. The Concept of Instr-* A. Risciuss why student must xnow concepts 
e om . 
_* Neel: e ef tosurance., + 
° oe a | Niaks 
° : : ey, _ *, Economie risks . 


4. Sharing the ceononte, risks" 
Whyt economic risk sharing, is 
better than | ndividual economic 
risk beartng,. 

Government ropulat bona 

A ak} ‘that may be, tagurea 

Show: fide Sharing Economic Risks. 


; 7 ~ 8, defer ca (2) 9771 
6 os Ome for dy gay : 
> OTT Refer ta (2) Sib? 


s : : 10, 4ixplatnt .Factora whieh determine 


& ort of premburi - 


Lo know 


Bh. iftine Terms, ; Be Kaphes lve why it's ppercant 


fedine. 


i. Premium 
Policy - , 

4 Yeliey bolder smd tacured 
i . : 


e.. . 
ERIC | mid . : 


FullText Provided by ERIC. 
2 


a 7 ee : 
t : ’ 
ES — ae sey ee ee ee eee 
Be I EY NTS (things to remember te do or say 
~, - | 
“ s agperit' a 
- te 6. Propercy and liability insurance 
Air. Pi Personal insurance ud 
ve Effective coverage date : 
ue a : Benefits 
is Tnsurable interest ° 
* List of bodrd and draw the §nswers 
from stuclents. ; 
-Explain: Repdactment cost Limt. 
: Expladrm:  Acts.at Ged, 2 ' 
Clarify: Insurable interest : 
t, taphasize cnj discuss types wt . 
insurance : 
’ Ll. UWenpleyment insurance 
2. Workman's Compensation 
‘ 3+ Disabil icy 
4. Soctal wepurity “if 
Seg Liabiitiy! ‘ 
6. .Wage Protection 
a House 
_ 8. “Kefigr to (29 S1ML, 
— oe Exptaine Itabi lity, wage, 
ie protect hon, house iasurance, 
7 ee So ees oe 
3. APPLICATION — - ee soe - 


A. Have students 
paid off. 
Have students, list | 


fasured. 


Bh. 


V. tawite general ingwrance vapent to 


questbtons to «ask, 


give ¢ 


Xanpley Of where ee cenom lo. rt sak 


QO dfiletent- types altlthings that can te 


clans. | Have students prepare 


oS : A aa ri a 


A. students deseribe the concest ef insuragee and define principal 


terms, 


Noo thave studemts: comple 


5 
Ce ostudyve quis. (Rap fess iont. 


ee ek 


ES TED MCT VITTES = 
N\ 


A. thave a gudertss loe.ite 
beta, to claus. 
4.0 Resardinge: 
O, Thive dmouranee open t 
‘e last 
rive 


eeudenta agl que 


students sell] { 


Tee rainece 
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Succeed tip 


articles pertatndiy ‘bo daowtanee and 

faa thee World of Waly key op. Ydo- 424, 

teilk Leo cit Welyen ts Bbout eecoheombe rdesk wield 
rit fons. 


waeh of-lber. 
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shacianp lias 
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ARE YOU. COVERED? 
: _ i \ - 
; E i a” r | 


te ean ” 


gree 


res 


THEFT 
PROPERTY DAMAGE 
SODILY -INJURY 
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INSURANCE 
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If BY Kos 7 TATA SE 


: Ss Maa. \ He Gh HENS Fac {So | — 
Ani ANDES ANE i =e ‘cn (tT & an Hl WAN - 


Mr ara 


BUILDING TOGETHER FOR MUTUAL PROTECTION 


AGAINST THE UNFORSEEN AT A REDUCEL COST 
| 


FOR THE INDIVIDUAL 


a 
= 425 
a transparency (2) 51T2 
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UNEMPLOYHENT ENSURANCE 
WORKMEN'S COMPENSATION DISABILITY 
INSURANCE AND SOCLAL SECURITY 


Study-Quiz (Rap Session) 


Directions: Read and complete assignment 


UNEMPLOYMENT INSURANCE 


"Students are not eligible fur wemployment, insurance since they 
are not available for full-cime employment. A student is deemed not 
to be in employment under the Law if: (1) he is in regular atten- 
dance during the daytime in an institution of learning and performs _ 
Services as a part-time worker during all or part of the school year 
or regular vacation period; (2) he is working under a cooperative 

ork-study program approved by the State Commissioner of Education 
and régularly operated and supervised by a local board of education; 
(3) he is working under a post’ high school work-study Program in 

a recognized institution of higher learning. Additional information 
may be obtained from the nearest office of your State Employment 
Service or from the Bureau of Employment Security, U.S. Department 


of Labor, Washington, D.C, 20025." st 
i 
u 
DOCLAL SECURITY - 
\ 


"Social Sedgurity Lo a yoveliment 8ponscied piogrum adulude tered 
Ly the Bureau of Old-Age and Survivors .Imsurance under the Federal 
Social Security/Act. [t provides the worker, his dependents, and 
survivors with ft partial replacement of eamings lost. -thtough rettie~ 
ment at or after 65 or by death.’ a 
| ; oS 
“Most wotkeis are entitled co beneldts trom the Gocial Security 
Act. Among thqse not covered are certain professional people, sone 
government employees, and employees of some nonprofit organizations. 
The Social Secwrity Act also excludes children working with either 
parent." 
| 
“The neareet Social Security tLeld of fice will supply additional 
informatien and will provide a form to use it’ requesting a statement 
of the account. The record’ should’ be checked for agcuracy at least 
every three-years as there is a limit to the perfod in which correc- 
tion of errors can lag made." 


WORKMEN'S COMIPENSATLON 


"Worlemen!'s compensation provides payment for necessary medical 
care. and beneffits to an employee disableduby injury or illness 
caused by his} work. it Ls*based on the pranciple that an omployer 
is responsible for physical disability that befalls any of his em- 
ployees because of working conditions or the work assipned to him. 


‘oh aa 


‘4 Study Quiz 
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lt is matatained that such a worker sheeld not be penalized turther 
by loss uf wages, but that some provision for reasonable payment 
must be made by the amployer and counted as a rightful part of his 
production casts. 


ry 


bi} 


"The worker pays nothing toward workmen's compensation. The 
employer pays through the: State fund or with 


company." 


to 


private insurance 


"In case of injucy the worker should pet immediate medical or 
surgical treatment for injuries or illness incurred on the job. 
The employee must notify the employer of accidental injury within 
thirty days and of disability due to occupational disease within 
ninety days. Benefit payments are received in proportion to the 
extent of tha injury or illness, time lo and the avetage wage 
law. There is usually a waiting period - fore @ligibility is 
established for Wage compensation payments, If a permanent dis~ 
ability results, tehabilitation training is provided ihn prepara- 
tlon for other work. In case of an employee's death from occupa- 
tional causes, his family or dgpengenes receive compensation, 


pi 


"An employer is liable only when negligence can be proven. 
Parental cunsenat sigmature does not alter the situation. 
Double compeftsation benefits for those under 18 years must be 
paid if negtigence is proven. In the event of a permanent 
injury, a’minor may receive compensation on the basis of the 
earnings of an adult in the same industry or line of work." 


"ho: further information contact the Local Workmen's 
Compensation Board Office." 


DiedABbliliy INSURANCE 


SlusentS ate Nob etlyit ls. LOY sisawtariy, behe li bin aad ote dod 
uvt be required to pay toward avy benefits. Mest tirms empioviny 
fudi or more full-time workers are covered by this insu, ance Law. 

“Workers pay a tertain set ameunt that is regularly withbeld 
trom their pay checks. The employer, who contributes the balance 
of the cost for protectiun, may arrange for the beneftt payments 
by insurance through the State tund, a private insurance company, 
ox self-insurance established by fies firm." 


“Disabled workers may receive au portion of thei: average 


weekly wage up to a@ certain maximum weekly benelit. Maximum 


riods of annual payment are established." 


"For further information, apply to the local office ot 
the State Capitol Office of the Workmen's Compensation Board.” 


ive Education Handbook tor 
ors by Gordon F. Law. The 


oe Cooperat 
eachersC spor ins 
eer ean Technical Soclety, 1970, pp. 29+ 40 
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Write a defense of ld opinion to the following statements: 
‘oe ; 


1. “Part-timers" should be eligible for unemployment insurance. 


ay for their own on-the-job 


ents she pa 
and sickness expenses out of their own "pockets 


3. Since 1.C.T. students are eligible fcr workmen's com- 
ion, they should aléo be eligible tor disability 


HAgdeuil C2) “ob t 


e 
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= SUPPLEMENTAL 
TEACHING MATERIALS FOR LCT § A . 
. GENERALLY RELATED LESSONS : 
Unit 5 | 
. : lesson 1 _ 
. BOOKS 


Kimbeli, Grady and Ben val gee S\(cceeding in the World of Work 
McKnight and McKnight, Bloomington, Tllinoig 61701, 1972. 


; ; oa a . 
Magee, John H., General Insurance. Irwin Publishing Company, 
; Homewood, Illinois 60430, +763: 


» 2 


Mehr, Rodert I., Principles of Insurance. lrwin Publishing 
Company, Homewood, Illinois 60430, 1967. 
a 


Riegel, Robert, Insurance Principles and Practice, Prentice 
Hall, Englewood Cliffs, New Jersey 07632, 1966 


; ai 
BOOKLETS. 


Buying Insurance. Department of the National Education Association, 
1201 16th Street, N.W., Washington, D.C. 20000, 


A Family Guide to Property and Liability Insurance. Insurance 
Information Institute, 110 William Street, New York, New York 


10038, 3rd Ed. 


cd 
e 


Insurance for the Home. lnsurance Lutormation Institute, 110 
William Street, New York, New York 10038. 


Policies for Protection. Ilustitute of Lite Insukance, ¢// 
Park Ave., New York, New York 10022, 1973. 


the Worry Go Go Round. The Gonteeticut Lite Insurance Compan, 
“Nartford, Con Connecticut 0610). 


FLLMS 


sharing | Kconomic Kisks. Shows hew tusurance works and del lies 


insurance terms. Lidustrates the economic yieks we face aid 
the importance of life and property insurance. 2 minutes, 
1962, State 
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INSTRUCTOR'S LESSON PLAN 
Generally Retated Information 
= 7 Unico | 
Lesson 2 
SUBJECT: Auto Insurance - 


OBJECTIVE: The students will be able to describe the various 
coverages of automobile insurance and be able to 


correctly complete a Virginia Accident’ Reporg. : ; \ 
TEACHING AIDS: Overhead projector, student notebooks : 
MATERTALS: Transparencies (2) 52Tl-6, poltcy from student. 
Handouts (2) 52H1-3. ° 
REFERENCES: Do You Know? Insurance Information Institute, 110 
uy William Screet, New York, New York 10038. 
Succeeding in the World of Work. McKnight and , 
McKnight Publishing Company, Bloomington, illinvuis 
61701, 
SPEAKER: Auto Tnsurance Agent 
bd ae = . = Z = a a 
= oe = re tegen = ES I PT SETS SS SS weg city : soe SS =: 
1. PREPARATION (of the Learner) ; : 


Introduction (refer ‘to Pretest (2) 52H. 

What is adequate auto coverage? : 

Can you afford not to buy insurance when you buy your cat? 
. Relate incident of accident without insurance. 


on > 


2. PRESENTATLON (of the information) | _ ae eee ee 
INSTRUCTIONAL TOPICS __ KEY. POINTS (things to remember to do or say) 


A. Basic Coverages of A. Discuss Coverages available for cars, 
Automoblle Insurance 
1. Bodily injury liabiilty 1. Discuss bodily injury liability. 


a. Who-is covered? 

b. What is covered? 

ec. Premium and limits 

d. Advantages of ownlny 

e. Disadvantages of owning 

t. Refer to (2) 52TL 

g. Point out state requirements ' 
for Liability, , 


2 Property damage Ifability !. Discuss property damage liability, 
a. Who ts covered? 
: b. What Is covered? 
e. Premium and Limits 
d. Advantages of owning 
e. Disadvantages of owning 
ft. Point out state require= 
. ments for property damage. 
oo. : ; — rt 


. 109 
: ; 
5 aed 4 é 
: VRE ATION (contl nued) — _. a ; a ees es Se 
INSTRUCTIONAL TOPICS osu. 2 Chings Co remember to do ur gay) 
~ al ~ - 7 6 
‘ = 
“g. STRESS: Both bodily injary 
ee and property danag fe sold 
together. : i 
3. Medical payment in- 3. Discuss medical tnsuratfte 
e surance ment 
‘ t a, Who is covergdy>@s 
; : b. What is covered? 
. ce. Limits of coverag 
d. Advantages of cat a 
e. Disadvantages of owning 
{. Rerer to (2) 52T) 
s STRESS: how premiums 
are established and 
the role of the Virginia 
7 State Corporation Come 
: mission. 
ou. Colliston 4. bisvuss collision 
a. Who if covered? 
" b. What ts vovered? 
\ e. Policy limits and’ deduce 
‘ tibles . . 
d. Advantages of owning 
e. Disadvantages of owning 
Pf. STRESS Necessary if 
: financing company hag a 
Joan on car. Good to 
have on late model cars, 
- 5» Refer to (2) 527), 
De Aeanpea elie bs : Discuss comprehensive Lusuram e 
at Who ts covered? 
bi What is covered? 
©. Premium and Jimits 
dl. Advantages of owing 
e, Disadvantages vf owning 
{. Refer to (2) S2T4 
yo Ask: What would you de 
if semeone stole the 
wheels of f Vout cor? 
b Ago lpued bboh lise ee b DPiacuos Ansiphed Kiekw llistranee 


1. Whe [s covered? 
2, What is*scovered? 


3. Premium, why it is hl yty ? 
4. Aulwantages of owning 
5. Disadvantages: of ownndlngy 


6. STRESS: This is Virginia 
auLomobtle insurances. 
Assigned by the state of Van 
Ass sned company has FO GaAliry 1. 

insured por 3 years. Ce 


he cancelled unless premium 


not pita. 
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___PRESENTATION continued 


= INSTRUCTIONAL ~SOPICS 


Cc. Other Auto Coverages 2 Ge 


1. Uninsured motorist 


we 4: 


2. Motorcycle Insurance 


3. Auto Glub Insurance - 


4. Road service — 


D. No-Fault Insurance D:. 


/ 


E. Define Terms ‘ E. 


@ 


ERIC 


JA Fuirtoxt Provided by ERIC 


KEY POINTS - 


(things to remember to do or_say. 


Discuss other coverages. 
1. Ddscuss uninsured motorist. 
_ai Who is covered?. : 
-b. What is covered? 
‘co. . Premium 
d. Advantages of owning 
e. Disadvantages of owning 
f£. Refer to (2) 52T5 — O) 
g. Ask: What would happen -. 
if you were in an acci- - 
dent with.an uninsured 
motorist? , 
Explain: Uninsured + 
motorist fee and coverage. 
2. Discuss Motorcycle Insurance 
a. Similiarities to autg — 
_ ‘dnsurance , | 
b. Differences from auto y 
insurance 
c. Specific Limitations Se ee 
d. Premium 
e, Explain: Motorcycle 
liability, property 
damage, and medical 
s .dinsurante coverage. ~ 
3. Provides blanket services 
espectally when out of state.’ 
4. Discuss types of road service. 
a. What is covered? 
. b. Advantages of owning 
c. Disadvantages of pene 
d. Premium... 
~e@. Refer to (2) “5276. 


*h. 


D No-Fault Insurance, : 
1. What is no-fault insurance? 
2. Advantages” 
3. Disadvantages : : 
4. ‘STRESS: Not in effect in 
Virginia; only a few states 
have it. 
5. STRESS: Premium savings 
and why (from Massachusetts 
and Florida experiment). 


Discuss the terms. é 
l. Clain..- 

2, Coverage 

3. Deductible ° 
4. Driver Classification 


oon 
vo. 
aw 


4. APPLICATION ae ; #, - 


A.. Bring in auto janucauce agent for aueseton and answer desaTous 
B. Have 1¥cal police officer disease accident report. : 


a A, Have pcudent determine the amount of adequate coverage phey 

-will need for their auto. 

‘ho B. Have students read and discuss “In Case of Accident," eaten 
to (2) 52H2. | 

C; Have, students complete motor vehicle accident report, 

a (2) 52H3.. 


os a SSUBOESTEE ACTIVITIES : 


» pp. 318-324. 


" Read and Discuss: Succeeding in the World of Work 


NEXT LESSON: Life Insurance 


at 
ERIC 


| atin INSURANCE IS REQURED BY LAW: 


| PROPERTY DAMAGE a 
- 2BODILY INURY CAUSED BY YOUR CAR 


AUTO INSURANCE.” 


MEDICAL _ INSURANCE IS NOT REQUIRED | 
~ BY’ LAW. IT PAYS DOCTOR AND HOSPITAL. 
BILLS CAUSED BY aeeeNh IF INSURED 


Transparency (2) 5272 


Q 
ERIC 


COLLISION | 
REQUIRED BY LAW 


IT PROVIDES THE INSURED WITH: 
|. BLUE BOOK VALUE IF CAR IS TOTALLY. DISTROYED. - 
2. THE REPAIR OF. .DAMAGED PARTS AND FINISHES. 


COLLISION INSURANCE ALMOST ALWAYS HAS A DEDUCT- 
ABLE CLAUSE. | 


Transparency (2) oe 


‘<) 
ERIC 


COMPREHENSIVE. NSLRANCE 18 NOT rREQURED 
BY LAW, IT PROVIDES ADDITIONAL COVERAGE. 
FOR YOUR CAR AGAINST FIRE, WIND, THEFT, AND 
5 GLASS BREAKAGE, 
eile | .e 


180 


— WITHOUT LIABILITY err 
“ARE REQUIRED BY LAW TO. PAY THE © 
“wt MOTORIST FEE. 


THIS IS A FUND USED TO PAY FOR 
- DAMAGES. WHEN UNINSURED MOTORISTS 
ARE INVOLVED. es “* 


431 


Transparency (2) 52T5 
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IS ‘NOT REQUIRED BY LAW. IT 

- AFFORDS COVERAGE IF A 
- VEHICLE BREAKS DOWNAND 
| aR BE TOWED IN FOR RE- 


Transparency (2) 52T6 
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igs 


OPTLONAL PRETEST 


¢ ; . 7 


- : fi : . : 
Who can purchase Liability Insurance? 


Does the deabe of Virginia require os to have a minimum of 


liability insurance protection? 


In what way are students able to get.a discount on liability 
insurance? 


Can you lawfully drive without liability insurance? Explain, 
Who is an ‘uninsured motorist and why is he lawfully able to 
drive without liability insurance? 


a ; , 8 ' 


I ; 


é 


' 


ae 


re . Handout (2) 52H1 


ashi 


5. 


Check to-see {f anyone is injured. 


ca 


“IN CASE OF AC 


a) 


CIDENT 


- 


‘Do not leave the scene of an accident. 


. Notify State Police or Highway Patrol. 
. ‘eh 


187 


Take date, location, time of accident, names and addresses of 
persons involved, injured persons, and witnesses. : 


Do not accept ‘responsibility of ‘risk before notifying your agent 
or company. . . 


Do not discuss accident, b 
"made. 


: 


“ 


a 


4 


‘ 


A 


) 


Notify agent or company. 


% 


‘Handout 


ut record remarks and discussions 


8 


4 
(2) 52H2 


Cf} anopuen 


€HeEes 


| 
= 


y 


CARD, 


i Wi you hi hava difficulty if fg j outihe "ep “sport, consult yout I Hearst police authority. : : 


“COMMONWEALTH oF vgn 


DIVISION OF MOTOR VEHICLES: 


Box 27412 Richmond 23269 


Moto Vehicle Accident Report | 


_ 7 INSTRUCTIONS ,- Pgh 
The drivat of any eehiele involvud ‘in any, Jsian ‘ind ity injuries of death ts ahy Heron OF pragyrty damage ty an sionavanrentil of $250 ar mora, 
must within 9 days file a report of the accldént with the Division ‘ol Mawr Vunicles, it the river i nhs ‘iGally incapabla ot fillr I a foport an occupa able to 
Make a report must de so. A witness may gio be required to Tile a repori. 

Ml such reports raceived dram drivers, occupants, and witnesses ara for the confidant use af the Divislon and cannot be used lor evldencoyn nan) tral, 
dithar civil af eruninal. : 

Title 46 1, Chapter 6, Coua of Virgyhia of 1950, a5 amended, 

Failure tw tepart an secgunt win § 4 days ce fa'lurd to qive correctly the inforination requind inscannection with any Hiquigite rport is a misdonscanot, 
and shall eunstitute agraund tor suspension oF evocation of operator's und cayffour's tieutteus and registration platas.of tha persion failing to make the reports 

The purging Of this rapart are {6 Obtain information iicassary 16, the administration of ike Safaty Raspons[bility Law and ty obtein data us styl in ace 

cident prevention Gemplete and coat anewers ie all cunstons ite nyceséary. An accurera orginal rug drt Will avoid the Aaeastity faesupalamantary riparte. 


WHEN FILING AEPORT OF AN AC. 

-CIDENT, CHECK YOUR DRIVERS 
LICENSE AND USE THE EXACT 
NAME, DATE OF BIRTH AND 
LICENSE NUMBER SHOWN - THE | 


CIENT SHOW THE EXACT MONTH, 
DAY AND YEAR, THE DAY OF WEEK, 
THE HOUR AND THE CORRECT 
NAME OF THE CITY, TOWN OR 
COUNTY IN WHICH IT-OCCURRED, 


_IF INSURED, ae it = THE CORRECT CT NAHE OF IAGURANCE COMPANY Ano » POLICY. YER 


Lae all Rames sndeirunge : TA minisblke, \rallebike, bleycle or anlmal-drawn veniele should be 
recorded a6 4 vetitle for the purpate of this reporl, A person on 

skates, coaster wagon, sled, elc., should be classed a mpedoslriail 
Describe the conveyance and indicate exact location in the street or 
highway. 5 

B.‘H accident invélvull a fixed object, describe fully and shows is ex: 

ct location and whyther It was protected by flays oaintiny and/or 

lights. a . 

4. Use a secodd report form or a sheet of plain paper ot the same siz” 
to ret additiqnal vehicles, injurad porsons, oF witnesses, OF any 
other informacion for whieh [hero 1s insufficient shuce. 


& Under “Tyas af Vehicld” indicate the each Wb af cortination at 
varices, Le, Caachi, ye iT, oa and 
serie trailer, truck and , 
a6, Tre nature anc exteqt af all ‘atin an chee thust be clearly 
one complstely mae Wharavet bs temant of | injuries 
ura Garage estunate fil the, cus! af regairy i inivnediatayy avallable, 
duvet this inp ration Quien 


a cee ee fo ee ee SS SSS mr 


ey 
jive your caret yl estimate, 


10. sign the por int the: apa otiravlde. 
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No 2, galhg north on Adami Streat fated fo stop ales are Intersection wih Motn 
Sireal. No.1 was geing eait on Main Streat, No, 2 struck the right rear side af No, | 
and than want ovar the curb at the northwest corngr offer atrlking b pedestrian, The 
pedeitrian was efoiting Main Street from the southwest corngr to the northwas! comer, wy affor the collision ond No, | than struck @ telephone pole, 
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INSTRUCTIONS FOR LOCATING accu AND MAKING DIAGRAM 


WHAT TO SHOW ON THE DIAGRAM, , y 


(1) Diractions from which vehicles (or vahlcle) wera approaching before oceldant, sama for pedestrian. 


(2) Point of collivion, (Can often be determined from dabrii in roadway) . oe 


(3) Whare vebicley (or vehicle) came 19 reit after collision, 
WHAT TO SELECT AS LANDMARK, FROM WHICH TO MEASURE DISTANCES: 
(1) A NUMBERED talaphone or glactric power pole nearby Ii mast satisfactory, porticularly in rural crags. GUT OO NOT USE AN UNNUMBERED POLE, 
(2) [fthare it no nearby numbered pole, other good landmarks in rural areas ara; culvart headwall (number to ba recorded, if any), hoyse, born, fall. 
way crotilhg, 7 
(3) fn cliles, measuramants may be taken from tho curb fina of nearest cross sireat, Houses and businass places in elfies can alwayt bo Identifind by 
itrgal number, 
HOW TO TAKE MEASUREMENTS, 
(1) Use tape-ling, yarditick, or othar measuring Instrument, If available, 
(2) Ht not avallable, macwro by slapping off ditance. Walk with customary itrlde, do not try ta lengthen steps. Report tha number of steps, oF 
taken along tha roadway, and ilata whether taps ware token by mon or woman, 
INVESTIGATING OFFICERS ADE REQUIRED TO FILE AN OFFICIAL REPORT SEPARATELY FROM THE REPORT OF EACH DRIVER INVOLVED, OFFICERS SHALL 
SIGN THEIR REPORTS iN THE SPACE PROVIDED AT BOTTOM OF REPORT. NOTE INVESTIGATING OFFICERS SHALL NOT SIGN A REPORT MADE BY A 
DRIVER, 
THE ORIVER OF EACH MOTOR VENICLE INVOLVED IN AN ACCIDENT MUST MAKE A SEPARATE REPORT EVEN THOUGH A REPORT (Y MADE BY AN 
ENFORCEMENT OFFICER, 
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th aight front ell of No. | ened off the ate of thep pavenent ‘ gating ta 
_ pri the pavamian! the driver tvmiad too iharply ond allawed his car 16 ga to the wrong 
ildp of,the road whore It struck the left raat side of No. 2. Goth vehicles left the road. 
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C°2UC33CHES (2) 4nopury 


Was vehicle mgured? | Yes. 
No 


Ifthe vehicle was insured, complete the following in full, 


DO NOT DETACH INSURANCE CERTIFICATE QU NOT DETACH 


Accident Date - . Location : ; >= 
City, County, Town! 
Automobile liabiity insurance policy number _ ae ee ee 
BUEN TO eee tn ee EM Date 
(Name of Insured) 
EY ac ra a ae se ead 
= | Name of Insurance Company (Not Agent) 
Provides mits of lability equal to those required by the Financial Responsibility Laws of Virginia 
VEHICLE INFORMATION q 
a ee ||| ee | |, 
(Ford, Chev., Ply., até.) 
License Number _ ee ne Ge State. ene 
Owner's a Driver's 
Name... eet vee eee ee ne ee. Litre’ Ne —— 
Priest Middle List 
: P Birth ate Bua 

(Address) : 
Driver's ; - 
Nam ven ere Ce ee Adress 

First Middle Lait 

YOUR POLICY CONTRACT REQUIRES YOU TO 
REPORT THIS ACLIDENT TO YOUR INSURANCE a ate 
COMPANY FAILURE TQ 20 50 MAY VOID THE Signature ot Parson Submitting Report 


POLICY 


Form SH] 


fa T 


SUPPLEMENTAL 
TEACHING MATERIALS FOR ICT 
GENERALLY REIATED LESSONS 

. Unit__5 
. Lesson_2__ 
BOOKS L . 


Brainard, Calvin H., Automobile Insurance. Irwin Publishing Company, 
1418 Ridge Road, Homewood, Tllinois ‘60430, 1961. 


Keeton,| Robert E., After Cars Crash. Irwin Publishing ,Company, 
1818 Ridge Road, Homewood, Illinois 60430, 1961. 


Kimbel1, Grady and Ben Vineyard, Succee ing in the World of Work. 
McKnight and McKnight, sooninatengyinedt 61701, 1972. 


O'Connell, Jeffrey, The Injury Industry”z I f £ I ‘ault 
ngura ce. University of T1linois, Urbana, “Illinois 61801, 


1971. 
". Woodroof, M. G. Automobile Liab y_and’: Oceans 
Publishers, 1972 aaa = 
" BOOKLETS | ie 
Automobile Insurance for Students_in ver Education. Insurance 
Information Institute, 110 William Street, New York, New York 
10036, 
% 
Do You Know? Insurance Information Institute, 110 William Street, 
New York, New York 10036. y 
FILMS 


A survey of daily hazards connected with auto 
insurance, Business Education Films, 16th Ave., Brooklyn, New 
York 11201, 20 minutes. 
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JA Fuirtoxt Provided by ERIC 


. INSTRUCTOR'S LESSON PLAN 
= Generally Related Information 


Unit_5 
Lesson__3 _ 
SUBJECT: Life Insurance - 
OBJECTIVE: Students will be able to define principal terms and differentiate 


among the four types of life insurance. 


TEACHING AIDS: Overhead projector, filmstrip projector 


MATERIALS: Transparencies (2) 53T1-2, policy from student, case handout 
(2) S53HL, filmstrip, "Dollars for Security", Health Insurance 
Institute, 488 Madison Avenue, New York, New York 10022, 

REFERENCES: Policies for Protection. 1970. Education Division, Institute 


of Life Insurance, 277 Park Avenue, New York, New York 10022 


1972, Kimbrell and Vineyard, 
Tllinois, 


Succeeding in the World of Work. 


McKnight & McKnight, Bloomington, 


“PREPARATION (of the learner) 


Why should a young person carry life ‘insurance? , 


List the advantages 
and disadvantages, (Refer to 2) 53H1). 


in 


2s PRESENTATION (of the info baa eion) 
INSTRUCTIONAL TOPICS te KEY POINTS (things to remember to do or at) 


A. Define A. 
1. Agent 1. Refer to (2) 53H2 
2. Beneficiary 2. List on board and have students 
3. Cash value go to the board and answer. 
4. Claim 3, Explain: Participating insur- 
5. Maturity ance companies. 
6. Face value 4. Explain: How to use dividends. 
7. Grace period 5. Clarify: Difference between 
8, Loan value individual life insurance and 
9, Policy group life insurance, . 
10, Premium 6. Ask: How are proceeds disbursed? 
11. Settlement options 7. Discuss: Ways you can buy in- | 
12. Proceeds surance, Refer to (2) 53H3, 
B. Straight Life Insurance B, 
1. Payable on death of L. Show filmstrip, “Dollars for 
insured. Security" 
2. Premiums paid 2. Ask: How does life insurance 
throughout life of affect your daily life? 
, insured, 3, Refer to (2) 53Tl. 


Most flexible 
_- life policy. 


at 
. 


type of 
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_PRESENTATION (of th 
___- INSTRUCTIONAL TOPICS - 


4. Least expensive per- 
manent type of life 
insurance.: 

5. Cash value. 


Limited - Payment Life 
l. Lasts for the life 
of the insured. 
2. Premiums limited to 
set number of years. 
a. 20 pay life- 
”. premium for only 
20 years. 
r bs. Paid up at 65 stang 
3. The shorter the pay- 
ment period, the higher 
the premiums 
4. Coverage is basically 
the same as straight 
life except that the 
premiums are paid for 
a specified time until 
policy is paid up. 
5. Cash value. 


Term Insurance. . ; 
l. Provides protection for 
specific number of years. 


"2s Payable at death. 


3. Some types are renew- 
able and convertible. 

4. Premiums increase with 
age, 

5. No cash surrender value. 

6. Offers most temporary ~ 
life insurance for the 
money. 

7. Cost becomes prohibi- 
tive after middle age 
of the insured, 


:Endowment Insurance 


1. Premium is paid for 
specific period of 
time and policy 
becomes paid up. - 

2. At paid up date, policy 
may be surrendered for 
face value, left for: 
interest or converted 
to -paid-up life policy. 

3. This is basically a 
savings plan. 


D. 


_KEY POINTS 


e 
: 
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term insurance, 
. on the board. 


‘things to remember to do or sa 


Clarify: Whole life insurance 
and ordinary life insurance. 


Ask: What determines cash value 
of a life insurance policy? 


Point out purpose of life ea 
Trance, 
a. To insure income for the 
family, in case of death 
to the paticy holder. 
b. To build up savings that 
can be used in. an emergency. 
Have student bring. in a policy. 
Show different coverages in 
order to explain questions 
that students might have. 
Explain: Settlement options. 


Draw from students the advan- 
tages and disadvantages of 
List responses 


Ask: When would you use term 
insurance? 
Explain: 
Clarify: 


Renewal provisions. 
Level term insurance 


' and decreasing term insurance 


by using example such:as mortgage 
insurance. 


Explain how premiums are estab- 
lished. 

Refer to (2) 53T2. 

Ask: If an endowment policy’ 
was written when a child was. 
five years old, could it be 
used to help finance that , 
child's education? 


2. 


a. Savings and cash value 
build faster with this 
policy but premiums are 


high. 
F. Comparison of cost of dif- F, Compare cost of different types of 
ferent types of insurance: insurance. 
partners for policyholders. l. Term 
2, Straight life 
3. Limited payment 
4, Endowment 


Refer to (2) 23T3 
G. Pointers for policyholders, G, Discuss pointers for pone cn eer 
1,. Read policy 
2, Safe place . 
3. Discuss with family 
4. Review 


ie Refer to (2) 53H4 


a 


3. APPLICATION 


A. Have students read and complete assignment sheets from insurance 
booklet, Policies for Protection, 
: BR. Invite life insurance agent to class.. Have a question and 
answer session by having students prepare questions, prior 
to. agent's visit, 


aes 


_ —— ; — — 7 — — = — : } a ~ — — 


SUGGESTED ACTIVITIES: 


Have students establish the type of policy and amount of coverage 
they would need. 


Reaatage. Succeedin , in the World of Work, pp. 325-331, 


NEXT LESSON: Hospitalization Insurance 
a a 
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(ie | HOPE | Paid my 
oe PREMIUM ON Time | 


THERE. SHOULD ALWAYS  Bé 
ADEQUATE LIFE INSURANCE PRC 
-TECTION : 
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SAVING FOR CHILDRENS COLLEGE 
EDUCATION SHOULD START EARLY 


448 | *S 


aa 
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Transparency (2) 3372 


(oon Ss 


Peveai premium rales per $1, 000 of each of four types 
- of life insurance policies* 
+ Bought Term 
at 5-year renewable 
age and convertible = at age 43) 


apo 


‘SoaTAAes uUotrsus 73y~L ez 


Straight ‘TyetPady. 2 Endowment 


$15.80 $16.90 
875 16.50. 19.70 
890 18.45 20,15 
925 21,00 
12.20. 28.50 
20.10 45, 65 


assy 


* Rates shown are approximate premium rates for life in- 
")* surance protection for men, Rates for women are some- 
* what lower. 


(Rates of participating policies would be slightly higher, hut the cust would he lowered 
hy annual dividends, Non-participaling policy tines would he yomewhat lower thin those 
\ shown afd no dividends Would be paid, Source: Institute of Life Insurance, 1964,). 
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CASE HAND-OUT _/A1. « 


Bill Bunker works as a salesperson in a gift shop in the city. 
He ds 29 years old and in good health, His take-home pay is $650 
a month. He has a 3-year-old daughter and his wife is expecting 
another child, Last year he told his insurance agent-he felt hia 
family was sufficiently protected with a) $10,000 life insurance 
policy and a hospitalization insurance policy with $20,000 
max dium benefits. 


He had been doing well in the shop and felt additional financial 
protection was not necessary. Besides, he felt that he would _ 
.. have many yeare left to save for his children's education. ‘Then, 
+ several months ago, he was injured by falling from a ladder. 
' The accddent left him disabled and unable to work for nine months. 


“FOR DISCUSS ION: 


L. Did Mr, Bunker have the right kind of ineurance protection 
for his family? 


yO 2. How abe ‘might his dMeabality affect the welfare of his 
ie children? ' 
fo 3. %I£ Mr, Bunker didn’t think he had any financial worries, 
_ why should he still have considered income protection 
insurance? 


4.° What are some ways his insurance program could. have — 
improved? 


Handout (2) 53H1 


AGENT: . Person representing the insurance company, 
BENEFICIARY: ‘The person named in the policy to receive the. money 
when the insured person dies, 


re 


“CASH VALUE: The money you get back if a Bive up your policy. 
CLAIM: Request to insurance Company fot settlement. ° 


MATURITY : When the face value becomes payable. 
' t 
FACE VALUE: “the amount of insurance mentioned in the policy. 


7 . "GRACE PERIOD: The time you have between the date the premium is 
; - due and the date rhe policy can be canceled for nonpayment. ° 


LOAN VALUE: The amount you may borrow against your policy. You’ 
may, borrow against this value and continue a part of the pro- 
tection at the same time. The loan value is usually the same 
as the cash value. Y 


POLICY: The legal contract between you and the insurance company. 
PREMIUM: The regular amount you pay for your insurance. 


SETILEMENT OPTIONS: Different ways that money from a life: insur- 
ance Bonaey can be paid by the imsurance company, 


PROCEEDS : Money earned from a policy, 


Handout (2) 53H2 
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; a examination i pest Geaealyc Cost is ‘ow and everyone 
pays the same premium, Sometimes the employer pays pitt 
or all of the premium, ! 

It is usually term insurance,’‘The protection may end whe 
the employee leaves the job. Sometimes term insurance can 
be changed to a permanent type when, An employee leaves 

his | job. Me has to : done: within:a certain ing e“after he 
leaves, 

INSURANCE FROM LIFE INSURANCE-COMPANIES 
s sald by company agents. A medical examination is usually 


| requlted, Premiums may be paid once a year, ‘twice a yetr, 
‘every 3 months, or ey month” | 
| INDUSTRIAL INSURANCE. Vou catty straight life 
limited payment, ot endowment policies. Usually the policy 
- js small, from $500 to $1,000. Premiums-are collected every 
- week oreich month, Usually on pay day an agent collects at 
the home or place of work’of the insured person, Because of 
_ > the extra work of, collecting and ihe extra ‘paperwork, this 
: hind of insurance 1s vety costly... 
: 
» | - 
me) 
i 


» agent's commission, 


i : a (a i” m mond 


- surance (0 tei mehbers. : 


* SAVINGS BANK LIFE INSURANOR i is sold by mutual 
savings banks in some States, nat . 


‘Types available are the sume as those sl ' regular in- 
surance companies, The Rolices offer dividend and cash and 


loan values. | : 


The cost of this type'is lower, One t reason is hat thee iss 


“ARMED FORCES LIFE INSURANCE, ke by sa, 


| veterans, 1s no longer available. Veterans will be wise to: 


keep as much of this insurance as they can afford, The cost ; 


“fo them is low. The Maha Administration can tell you” 
aboot ts ue advantages. ° | ) 


20 2 aan 


c ee : a : - 
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ro 


-eREAD YOUR INSURANCE POLICY 
Be sure you have a good general understanding of mu 


‘policy, » : 
| Don't hesitate lo ask questions, “Ask your agent, or write 


he oom or your oe insurance department, 
pes : : : 


~ * 


—* KEEP YOUR #OLICY It tN A San HACE 
Let your beneficiaries know where your policies are. Your 
eae must turn the policy over to the company and 
~— give proof of your death before collecting on insurance, 


Hw -., fo cee | 
al la 
eo, a a ara a to 
af + KUER YOUR INSURANCE £ COMPANY INFORMED 
4 3 YOUR ADDRESS * | le 
7 ; Discuss YOUR INSURANCE WITH YOUR 
FAMILY AND OSHER BENEFICIARIES 
It is wise to have them share in planning the life insurance 
fg program, Also discuss cach addition or change in the pro- , 
Bes gram with them, | ; 
Z It is a good idea to write a leter ter (put in ina a safe place) 
leis describing your insurance, policies, State any choices the 
beneficiary may have in spttlément, Point out that your fe 
insurance agent wil ee beneficrary { fill cut te Drool * 
u of claim” Pepe. | , 
GW 
z : ‘ 
“ \ 


If your policy is last‘or eras your.company will issue 2 | 


I : 


Pointers for Polieyholders 


© REVIEW YOUR INSURANCE PROGRAM 


PERIODICALLY 
The wise person will review his surance from time to: 

time, particularly when there is a change in his family; for 

example, when his childten ate grown and have left home, 
Insurance thal was’ sensible for you at age 20 may no . 


~”. Jonger fit your needs when you are 40 or 60, 


Get help when you' rearrange your insurance program. to ) 
meel your changing r needs, Able insurance men, nie or 
layers a arg often aa : 


oLSe 


Kimbre11, Grady and. Ben Vineyard, Succeeding 


| oy ate 
SUPPLEMENTAL 
TEACHING MATERIALS FOR ICT 
_. GENERALLY RELATED LESSONS : 
ate 8 , Unit 5 
4 . oe ~ 4 -Lesson__3__, 
BOOKS . . | 


ife Insurance, . Doubleday, Garden City, 


Hathaway, Barbara H., Your l 
NewYork 11530, a 


in_ the World of Work, 
McKnight and McKnight, Blooulugton, Tillinois 61701, 1972. 


a 


POCKETS . e fs 


277 Park avery New York, New York 10022. 


FILMS ee 2 : * & #5 4 a, 9 a 


Life fs tanese-aee Lt — Shows how ‘life insurance protects the 
, family, and, the factors that determine life insurance. premiums - 
‘13-minutes, ide Riare: : 
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1970; Ed, pividion,: Tnetitate of Life Insurance, 
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INSTRUCTOR'S LESSON PLAN ’ 
Generally Related Information 


nit. 3. 


Bk ‘ . #8 Lesson_ 4 _ 
SUBJECT: Hospitalization Insurance eo 2a a , 
*. OBJECTIVE: Students will be able. to. discuss various hospitaliza- 
Elon coverages, —— i , 


reeiane AIDS: Overhead projector, filme 


(2) “54T1- 2, Sey eran site ences Filmstrip, "ollaris for 
‘dl dalt ‘Health Insurance ‘Institute, 488 Madison Ave., 

ew “York, New York 10022, - Marriott Employeeg’ Health. and 
_ Welfare Benefits. (2) S4Hl. 7 7 ats 


Po ieies for Protection, . Eduéation Division; 1970, Jins-titute Pe y Goes 
of Life Insurance, - a Park Avenue, New York. New York 19022, ante 
ete iS jae . 
hy ; . Succeedin ae world oe Work, Kimbrell aad inwards: 

= ol McKnight & McKnight, 1972,’ Bloomington,. T1linois. (Workbook) . 


Succeeding in_ the World of Work. at 


SPEAKER: Health Insurance Agent 


a 


48 
ae 


Are you liable fom hospital and, doctor bills? 
_ Why do you need hospital ‘insurance? 


A, Hospital Expense A. 1. Show filmstrip, "Dollars for Health, ‘iy re 
Insurance 2. Ask: Do you have any hospital — ow a 
L. Coverage. .. insurance coverage? ee oe 
a a a. Room 7 3.. Refer to (2) 54T1 * ~ 4 “ 
. b. Board - : 4:. Glaxify: Waiting period. i‘ 
c. Hospital fees’ ; 5. Explain: Relationships and diff- 
-d. Covers somite drugs "” erences between private trealth x 
and operating © : .insurance, workmen's compensation, a 
room expense. “ . and disability Medicare and/or . 
2, Most common type of Medicaid. 
hospital insurance 6, Explain: Difference between 
policy. ; Blue Cross and.Blue Shield coverage os 


1.7 STRESS: The typical surgical 


B, Surgical Expense B. 
' Insurance -pglicy includes a list of operations 
1, Coverage and the amount allowed for each, 
a. Pays part or all 2. Refer to (2) 54T2 
of surgeon's bill 3. Obtain list of costs of various. 
b. Limits aed on. surgeries. ; 
amount of premium. . ; 4 


V 
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% 
po , fasinrc ona. Gee rs tehinge to. Tenember to do "or say) 
'" 2, Usually purthased » 
in combination with 
=) pa ine ahaa in= e 
C. Regular Medical reeae “po Gs. De ‘pinisey ‘Tha bopitei: surgical, 
1. Coverage Mey “and regular médical together are ae 
' a. Pays part of all - ¥: - . veferred to as basic health : 
. of doctor's fees. 3. 2b4 coverages. z ; 
see be May include visits... 2. Have student eidy ina policy 
a to doctor's office... | ° showing all three coverages. , 
: : May include doc~ ~ ' «Use to explain questiona that 
“let. torts house cakls - '  gtudents mght have. — 
ee aes ee to patient. ad as  ' 3. Clarifys Exclusions. _— 
gh 2, Many times: “purchased aa 4. . Explain: Participating 
oe is combination with hos- 7". ‘doctor: fees. 9. ate 
SoM. phtal expense’ and surm Paine og HS ES a: or Ao 
Me ek gical expense’ insurance... a ee a ee 
alicy. the ce ete. 7 vs : ; , a “he - ’ . : 
Major Medical ‘Expense. "" p, 1. Ask: How. could major medical | 
. ae te Designed to cover ex- 0 ’ dnsurancé be of benefit to you 
te , tended illnesses and é Sdn the future? In what ways 
ea — large bills.” 7 ae does major, medical differ: + 
‘ “eo . 2, It is, the newest and: wee. y from hospital, surgical, | and ° ; 
oe 3 ae fastest Browing type | — regular medical? 
bose | - of health coverage. a 2. oe ih ' ; 
er Oe s: Maximum ‘coverage may =. . i 7 3% 
«. —* be $10,000 ox more. . Ce Ff ff 3 “a 
“4 Usually pays 80% after .. | Rg —* :_ 7 
_ ...' the first $100 is paid by re : ‘wt ms 
. policy, holder. , hy 
Two features of policy sok ae OE . “ee 
for keeping premiums ” : eRe a 
reasonable. . : oa ee vole A 4 ~ 3a at 
a. Deductib le clause oo Wicaes 8 a: 


b. Co-insurance clauge | 


3. APPLICATION. 


Invite a health insurance agent to eneyet students ' “questions: 


-pertaining to hospital insurance. - 
Have students discuss the pros and cons of different types of 
hospital insurance. 
Have hospital administrator talk about ‘hospital costs. 
ss ( 
F . 
\ . ~~ 
“oe : a4 
‘, ¥ q e) G : e \ = 
i \ . ¥ * 4 
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: SUGGESTED ACTIVITIES: 


‘ewe étudents read ica pst aici poltey: 
Read * ‘and digcusas Succeeding’ 
Have students take quiz. 


Refer to (2) 54H1 ana digcusa;- 
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MEDICAL INSURANCE 
HOSPITALIZATION 


‘Transparency (2) 5471 


* 


™ 


54T2 


y (2) 


ANC 


Rranspar 


8 


A , 225. 
; : ae HOSPETALTZATION SCRATCH TEST 
‘Below are teens. covered by bagic. hospital dinsurAnce, ‘surgical ingurance 
and ma Jor medical insurance, Sere teh Hiatal. hose re not covered by 

A ; etl 

2 2. _ the above ingurance whiet are generally considered: exclusions. 

: * . P : ile: ” & ‘ rf oa 
Sha ae ne trom an: 
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GENERALLY CB sFED LESSONS 


BOOKS, . s an : 7? Age ; eg." - 


' Dickerson, Oliver, Health eenipeiee: “Richard D, Levins aes) | 1813." 


os oleae aeeeon Fe, Medical Care aad Health The vrance . aRicWard D, 


RE 


7 c . FOR co 
: A’ Consumer G ‘ade: to. Health Insurance Plans. Public a rEeey we, 2 


5 
ut 1% 
ta 
te 
age 
7 
root 
¥ 
i 


‘geapoohonstee igth 


_ Ridge Rd. , Homewood, Tilinoie $0430, 1963, 


o. Irwin, Inc. ‘ she BaRee nee Hopewood ,# “T1Lino is 60430,-:1963, 


Kdmbre 1, Grady. aaa ‘Ben Vineyard, ‘Succeeding in the forla of Work, 
H febotent: and a: Heknd ght; Broomtagtens T1linois 61701, 19 q. 


_ BOOKLETS 


a 
s 


rag = BaD Si Feasts D-C. 20024, 1973. 


fm 


Policies tea Education Division, ‘Thetie te ‘OF Ei fe * _— 


_ he eed L204 | Park: A eis a eh 22, a9 we x 
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SUBJECT: The Importance of Credi _ es 


; | : 
OBJECTIVE: The student will be able to write a short éssayv on 1 che” purpose, 


use, and cost of credit. : Coes 
> <! ae boty 
_ mci : 3 . ‘ ails 1 
TEACHING ALBS: Overhead projector vs ‘4 


MATERIALS: Transparencies’— (2) 61T1-3, Handouts - (2) 61HL- 
Teachers Kit, Examples of credit instruments - 

REFERENCES: Teacher's Kit . 

Grolier Educational Corp. 

845 Third Avenue 

New York, New York 10022 (1970) 


a 


*. i ; 
TTP ATTN te Sh ee pe dibeeens 
1. PREPARATION (of the learner) ee i 


a 


A. Give short pre~test (2) 61H1. we: meters te G3 

B. Case: Sears has a stero 8 t.. ck on sale for $169.95 ‘which you would 
like to purchase. The problem -- you don*t have enough money .on . 4 
hand to make the purchase, The sale ends tomorrow. Wd tow) you do? 


SRT OTTO; ir PY ers ame ee ee 
2. URESFNTATION (of the inf ormat ton) ee ee wee 
________INSTRUCTIONAL TOPTGS ° _ KEY POINTS (things ‘fo remember to do or say) 
\ , 
A. ‘hat ave the advantages’ A, Refer to (2) 61T1 and 2, after listing 
mid Gisddvantacea of credit? student's answers on board. Hane out 


booklet, "Consumer Credit and You", 
included in Teacher's Kit. 


B. Combining advantages of both 8, biseuss when Lt {is important to borrow 
cash and credic, . and when it is Lmportant ‘to pay cash. 
e iid t * S 

C. The basis of credit. C, Discuss the basis of credit with the 


* class. 

lL. Conditions 
2 Capacity to pay 
3. Collateral cr capttal 
4 Common “sense 
’ Character 
Point out: According to credit hana vers (: 
ean fet loans easter than females. 
diftteult for minority groups to 
get credle. The three C?s of credit are 


capital, capacity and character. 


"466 


wy : 


4 


D. Who pays for credit in the 
jong, gun? 


? 
E. CreGit imstruments 
1 
‘a 
ig a 
P, Cost of credit 
‘ i 
Y 
, 5 


“KEY POINTS (things to remember to do or 


Db. Ask: In What ways do the consumer, 
and the borrower pay for credit? 
1. The borrower? 

+02, . The consumer? 

Jetset ways on the board. 
E, Use opaque projector: Display ex- 
‘- amples-of various types of credit 

instruments and discuss, 

1. Promissoxy Notes. 

2 Draft 

3.. Bonds 

4 Mortgages 


F. Ask: Can you afford to pay: the cost 
of credit? ' 
1. Interest rates 
a. How to determine 
b. Why does it vary 
c. True interest rate 
2. Supply and demand of money 
“3. Examples of credit cost 
P a. Installments 
“4 b. Mortgages 
c. Others | 


Refer to (2) 61H2 . 
>? / Refer to 2) 6173 
Have students figure the credit 
' cost of a simp le tems. 
a ‘ Refer to (2).61T4 ‘ 
G. Credit Bureau G. Ask: What is a credit bureau? 


y. APPLICATION 


established in one of the 


; a . a — 
‘A, lave students role, ,play the problems of getting a ctedit account 


large department stores. 


B. Lead a discussion on why it is important to maintain a good credit 


rating. 


i a a ae 3 a eee 
A. TEST - - ‘ 
Students will write a short essay on the purpose , use, ard cost of 
_eredit. 7 . 
= — Ppa = ._ = = = = = a ‘ ee — ere mat — 
e@ ae ara 
ERIC 4 yl 6, ius : 
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SGESTED ACTIVITY: : 


S Uc 


eding in the World of work 
aoe = 


Chapter LO in Suc 
and Installmen 


A. Have students 
, 


en 
and discuss 


speaker from Credit Department of a large depart- 
e@ ane 


B. Invite a guest 
ment store to com d speak on the importance of maintaining a 
good credit rating. : 


"Problems of Buying 


C. Absent student who m' ssed the above, see tape 
on Credit". ; 
NEXT LESSON . 
a 
‘ 
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1 oe 
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TO BORROW, OR NOT TO 
BORROW — THAT 1S THE 
QUESTION! 


Transparency (2) oly. 


e.g 
ERIC. 


' - REASONS FOR AND 
AGAINST CREDIT. 


f 
ba 


REASONS "FOR" REASONS "AGAINST" 
Bios ay an 7 se ee . 
LT'sS CONVENIENT ' Ir'S EXPENSIVE 
YOU CAN USE THINGS WHILE . YOY MAY OVERSPEND 
' PAYING ‘FOR THEM you MAY NOT SHOP AROUND 
YOU GET BETTER SERVICE : _AS MUCH 
IT'S HANDY IN EMERGENCIES TT'S HARD ‘TO UNDERS'TAND 
HELPS ESTABLISH YOUR CREDI! MERCHANTS SOMETIMES GIVE 
RATING : DISCOUNTS TO CASI 
ee CUSTOMERS 
P YOU HAVE A LARGER MARGIN OF 
4 os SECURTTY | 
4 \ 
ra 
LO 
5 


Yransparency (2) 6LT2 


ERIC : 


BORROWERS WHO FAIL TO 
DF ERMINE TRUE ANNUAL 


RATE OF INTEREST 


vl 
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LEARN TO STRETCH 
YOUR DOLLARS — 


ee 3 239° 


PRE-‘FEST “h 


: ‘ : aM yf 
Matching ia task 
. a * The price paid by the borrower for A. Installment credit 
- use of what he borrows. ; 
. BW. Mortgage 
__ 4, A promise to pay on demand, or at a 
fixed future date, a certain sum of C. Promissory Note 
money. 
Dp. Collateral 
_ 3. Unlicensed lenders charging mere than 
the going rate’of interest. E, Consumer 
___ 4. =A cooperative savings and loan associa- FF. Borrower 
tion in which a group of people join fi 
-together making their combined savings ~‘C, Interest 


work for them. 
g Credit Union 
5. Buying goods and using them while paying 
for them. I. Loan Shark 


“i a ae iB ; 
6. A loan contract tn’ whith the Lender agreesJ. Pawn Broker 


to lend the borrower a specified’ amount’ of 4 
money at a specifiéd. rate Ge interest. K, Bait and’ Switch 
7. A déceptive practice in advertising a L. Lien 


product at an unusually low price, then 
refusing to sell the product at the adver- 
tising price, attempting to tempt the cus- 
tomer with a higher priced product. 


8. One who used goods or services, 


# 9, To receive something. with the expressed 
, intention of returning the same. 
__10, One wal gives loans by leaving as a pledge, 


sonte “ tticle,of considerably gieater value 
than the loan. 


ll. A charge upon real or personal property 5 
for the’satisfaction of some debt. 
eo} 


iz. ieee security for a loan. 
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Prone ronan ene 


: TO FIGURE THE COST OF CREDIT - 
é . é 
a ome ee F : 
1. Multiply the amount of each payment by the number ‘of payments’ to be 7 
made on the item. oo ; ‘ 
2. Add the down payment to the @tal sun of the monthly payments, ~ 
3. Subtract the cash sale price ofthe Ctem..from the sum of the dewn pay- j 
-ment- plus the total monthly payments... The amount will be the carrying 
’ charge, — ; : 
STEP L. 
Multiply ‘the amount of each payment by the number’ of payments «9 
Pe aitsec maces. 
STEP IL “= * +A ey | 
a -_ ; . i ; 
Add the down payment 7 <5 . 
* : aa ° 4 ee 
STEP III — 
L tide 
Subtract the cash price from cost of the installment plan. ae ao 
‘ eo: ee 
= a 
The cost of installment payments is: 9 ses 
\ 
. a th 
af 
4 
¥ ced 
17a ; . Handout (2) 61H2 
a & 
2 i La] 
" 4 
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SUPPLEMENTAL -- - : & 
’ TEACHING MATERIALS FOR IOT -. ee | 
GENERALLY’ RELATED LESSONS - . cue 
& © — . ae : . ts 
Unit- 6 | 
Lesson _ L_ 


BOOKS 


Warmke, Wyllis, Wilson and Eyster. “Consumer Economic Problems. South- 
Western Publishing Sues Cine inetd Ohio. 1971. 


Wilson, Liner Consumer Economic Problems. South-Western Publishing # 
Co. “Cincinnati, Ohio, 1966. 


4 7 
BOOKLETS | ake 


"S Date With Your Future" 


All About Credit - Where to Get it. What it Really Costs. How to be Smart 


About Using it. International Consumer HESOETAELON, 275 Jackson Ave., 

St. Louis, Mo, 63165, * 

Everybody's Money. Credit Union National Association, Box ASL,. Madison, * 
Wisconsin 53701, Autumn, 1973 _ 


ee 


Making the- Most of Your Nona, Educational Division, Tngetruce of ae 
Insurance, 277 Park Avenue, New York, JN. ¥. 10017. : 


4 


b 


Smart Saving, Borrowing, Budgeting. ceadae Union National Assoc,, Inc. 
P.O, Box 31, Madison, Wisconsin 53701. . 


a We cere Consumer Finance. National Con- 
sumer Finance Association. Education Service Division, 701 Solar 
Building, 0 16th Street, N.W,, Washington, D.C. 20036. 


Teacher Kit: “one Week Teaching 


Teacher Kit: Grolier Educational Corporation, 845 Third Memes. New Yorke; 


New Kork 10022, 1970. a 


atly. National Foundation for Consumer Credit, 
Washington, D.c. 20000 


“1411 15th Street, 


# a . 
The Credit World. International Copsumer Credit Association, 385 Jackson 
Avenue, St. Louis, Mo. 53130. ~ sa 
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Cuna International Inc,, Box 431, Madison, Wisconsin, 


sy 


‘INSTRUCTOR! s LESSON PLAN 
‘Genetally Related - “Information 
wa ° . . 2a aay 


4 


ae = are 
SUBJECT: Financing Your*Buying 2 : oe 4 


OBJECTIVES: The student will be able to discuss three types of financing 
available, and the advantages and pie eveotagas of each. 


' t * ¥ 
TEACHING AIDS: eee film projector, (16 mm) and opaque ' 
7 projector : : % 


ET ERE a oe installment contracts, Prgpepencncy (2) 62rL 


9 


Fat REFERENCES : ma Date With Your Future"; : Educational Division, Instityce of J 


Life Instrance, Health Tacuvence Institute, 277 Park Avenue y 
New York, New york 1OOL?, 1971. : 


r z sh 
“s Making The Mosr of Your Money, Education Service, Institute 
: of Life a ad Bek Avenue, New York, New ¥ork 10017. 
1974. ; 


Automobile Insurance, (@ieaeety. Insuranae Informa tion In- 
stitute, Al7 W, “46th St., New York, New York 


: 
* = eee ry 


13 FRETARTEIO, (of: zx 9 


er} 


a 


i Boy, ritXehal Bt a= Es aed to get my hands on some money . 
pretty quick: and t¥ gontk know where to Bette. 1" ve been told there 
are lots of phagds’ to barow money , but I just can't afford to pay a 


lot. of interest. 


soe ee 


A. Types of Institutions A. Referto (2) 62T1 
ee ae I. Small loan company 
2, Banks 
3. Savings and loans . 
4, Loan sharks 
eo “ 5. Life insurance 
-6. Friends and family. 
‘7, Credit unions 
n 8. Installment buying 


Discuss each of the various insti tye ” 
tions. 


Ask: What should be considered in! 


choosing a lending agency? 


; 
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Yee '2y “PRESENTATION (of the inform ek eee One eT OM 
"2 08" _ INSTRUCTIONAL: TOPICS _(thifts to remem¥er to do or say) 
F s 
he ‘ : ; 
” ‘ff. Three main types A. hiscuss the Parilous types of banks 
- _ ‘ and the Jadvantages and ‘disadvantages 
é 4. Banks of each to the prospective borrower, 
wy os 7 : + * . ia 
‘1. 
es 
Commercial 
Industrial 
‘ * . ‘Savings 
Savings and loan 
b. Advantages 
~ ' 1) Federal control 
2) Set rates 
‘ c.. Disadvantages 
1) “Age. requirements 
. . F " 2) Need references ° 
‘ « 2, Small loans 2. Discuss various types of small 
« loan dealers and the advantages 
: , and disadvantages of..dach to the 
& "|, prospective borrowed "5 
a. Types 
: 1) Pawn broker 
- 2) Friends 
3) “Loan” sharks 
4) Companies 
~ . 
‘ Ask students for expr nees, they 
had in dealing with Ray. loan 
dealers. a cts 
b. Advar, All's 
1) Easy money, . 
2) Flexible Fates 
3) No age limits 
4) Most of the loans approved 

.. Disadvantages a 
1) Not regulated 
2) Some are illegal 
3) Dates may change 

3. Credit unions «. 3. Ask: | Do they have credit unions 
in your place of employment? 
7 Give handout on credit unions. 
¥ ; : 5 : 
Diséuss credit unions in general 
F : . pointing out types, advantages 
and disadvantages. ‘ 
a. ‘Twpes 
: Ls Companius 
; 2) Unien 
7 ‘ SQ OQecupepe pins 
6 5 ha Poa 
Ly 
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C. Installment Buying 
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D. Truth in Lending Bill 


Qo. : 3 


FullText Provided by ERIC 


Advan tages 
Z. Law interest 
2. "Sommon bond" 


3. . Non-profit = 
c, Disadvantages 


= Membersh ip tequired 
- 2. Cxedit bureau only 
» 3, Natures td 


= Petal 
Cite examples of credit uplons 
losing money because of fy- 

vexperience in investing money, 


egy 


Discuss Lnstadlaent buying and the 
varlous tydes in use, advantages 
and disadvantages. 
l, Types “. 
a. Department stofes 

' €1).Different types of 

charge accounts 
(2) Conditional sales contract: © 
b. Autowobile 


c. Credit cards. 
u 


' Use opaque projector: Show examp leg 


of installment contract amd dis~ 
cuss each, 

Show filmstrip, "Automobile Enc." 
Discuss filmstrip and cost of 
cars, plus insurance, plus is 
licenses, ete. 


2. Advantages 


a. Easy and guick 
b. Low payment s : - 
3. Disadventages A oe 
a. High tuterest rates 
b. "Too easy to use" * 
c. Lost or stolen credit 
t . cards : 


show en opaque proj ector? 
out and send fu to company 4f credit 
catd lost or stolen. . 
Discuss overloading budget wi th 

too many "easy" debte, 


Give out pamphlet, “WWat Truth In, 
Lending. Means To You", aleo, "Truth 
In Lending" Ccean a@lao be aquired in 
Spanish).  . a4 ' 
; ; 
*Q Pos _ 
* a + ae 


ie 


F) 


w 


aa, ApPLIchtton 


and Totnes Petecane Skea at gpledred: Loar 
them discu getheir en in class. 


SUGGESTED ACTIVIT TIES: oa, 2S 


ae Have’ “guest speaker from bank to discuas. pant fingncing.. a 
ee ES _,’ Have guest speaker,,from a savings: and loan ‘company tosdiscuss By 
financing and mone} lending. ? 2 en re 


%. 
: « 
. ot 
NEXT LESSON: Sound Buying Habits , eg OP eel eT o iae 4 
so ; a ; ae. " : or re _ 
: . - wae nes 
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“+ Transpareney (2)62T1 


” YOE BARNES 
170 260-768 


oe "INSTALLMENT - 


BUYING 


. 8 a 
os: 3 


> i im ay 
ae a ae ‘SURPLEMENTAL hare 
oa Ce TEACHING MATERIALS FOR rer : 
GENERALLY ‘RELATED LESSONS ; 
os a ne ae ees ote Unit_ 6. 
: : a oe us a "  .°, Leason (2 
* BOOKS ie a OE a cee "a “ee ; : , 
a ee . , 2S ont fi x 
ee 
: epee: oe The Charity Cheats. “Natdonal_ Resegrch Bureau, “The. », ie cas 
-. .... 424 North third Street, Burlington, Towa . 58604. aes 
2 * oe : es et 
i oe @ ‘Conguser Product Infériiation, “Gonsumars Product: ‘dnformation, Public an yas 
wo : : epanvaeute Distribution Center, PuRD es bei oie 81009. = | 
7 ‘am / i gh “hae: © ay 
- -_ Don't Be Gypped,' 1971. 045A. Fike. Consuiner Rroducte ‘Informa~! - ee 
» tion, Public ‘Documents Pistrip' tion Center, Pueblo, folorado. a 
Y 84009. a ae a ee 


y ” 


? Ae — ' 
“outa Get. The Most Out” Of Your Pa sic Natiopal Research’ 
ghee Bureau, Inc. 424 North. Third. Street, ela re Towa ° "52601. 
im . 2 babe a ia ay sed. : 
ruth In Vanging. Federal Reserve Bank of Philadeiphia, Publi, mo, . 
“vx. Lnformation, Department, | pettadetehsa, Penney lvania; 19101. eee 


es Also,’ ‘available ‘in Spanish. mm . % & 
: re 
vite: ‘Bank Services.’ “American: aenicadl Association, fading Bd. a ceaae * 
Gs mamas 12 East 36th Street, New Fant a Ney. York 10001. Pee 
a a, ‘ 
What Truth in Lending Means To You. Board of Tevecncesnae the, ' 
Federal Reserve System, Constitution Ave {between 20th. ; 
and 2let Shei N.W. Ds Washington, PCy 20551; a 
ar  Ramily Plans For § ending. | ‘National Research Bureau, Inc. , 
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e 2° Ma "INSTRUCTOR'S LESSON PLAN |» Pe 
ag -. 7 Generally Related Information og ’ 
Ps aia i aor * * : s - 7 - Unit 7 
i ee 3 - ‘2 Lesson__/1 
oo" #2 *s SUBJECT: _ Absenteeism, © : . é 
} o eo = a HOR Sa are ‘ ; , 


meek opgecrives - The: student, will identify the causes and effects ar 
; haa Po absenteeism in indus try, _today. 


. i : ae: noe ip ne . pelt 

ee TEACHING Arps: Ovecieas projector, 16mm film projector: Sef aw 
ae MATERIALS? Tronaparesites (2) Tr 1=6", mapaging articles, booklets. , 
ey * — ' from. Police Department, ang Social Education Agencies, 
he a ae FLlni, ,' ‘Alcohol and You,'" ' 

aa . ao ‘ "¥ : of ; ory F: i ha 

, . REPERENCES: Livang. with "an hcdhothe. : Ki= “Anon vant Group , . 
oo Washington, D.C, . ’ 


“a So ha juana Reconsidered. | ‘Marvard, University Press, 


an mee ) SEE ages NEE: ot / : 
4 vat “SPEAKERS? Hovtier drug addict.» former ‘eononse; netics offictal | 
3 ; . ra Pa ~ Ps Vos gtk e _ Wa . 
|v, YO RREFAREPION GE the Teter 7 . | a 
: . : r z ‘ a Ls , a ‘ ? , : : 


‘Have class discussion” of "kaon Company" case study. Refer to hand- 


ee out’ (2) 7IHL.’, ‘ ge" er ee _ 
: "ae OAL. What do ‘you. see: as a current: problem where you are ehnployed? "4 
. as B. Why shoyld you. care about . atsenteelsm? ; ( 
o \ ce What- is mee with: taking’ things (Be the comp any ? 
' ‘D.”. Where and how, could you ‘Beek help you ora friend had a * oe 5 
we ere —_ ‘ problen? - . . , ; . ; 
- 7 oo ass Wages : 1 nr tt 
“a 23” PRESENTATION” of the. dnfortation) ee ee ee, ae 
oe - INSTRUCTIONAL 5 POPICS ____ KEY POINTS. (things to remember to do or say). ’ 
A. Causes. of Absenteeism, - As This ection. Adentifies) and discusses 
, '- “the Causes of absenteeism. 
Le fees P  , . _E. Discuss’ "repsons taken, symptoms ' 
: ees ' “ - of ‘usage, Streas: danger and cost, hs 
show (2) 71T1. i: 'Marij-uana: ; 
; ‘ _ ~ % . Reconsidered." ox 
‘2 coe Alcohol : hs : 2. Discuss | that rgasons. alcohol is 
, : ks used: are. ‘same - ds’ drug usage and ~ > 
.f ; , Lo so F _ symptoms. Show film "Living — Ta 
as ' 2 ) : : oi an. Alcoholic. m Handgut : 
\ a oat Se 71H2. _~ mote 7 
; 3. Boredom : * e Bate 
_ ; ; . a 2 ies = get . are less than‘employee' 8 ‘Cara, 
: B24 a. _ « bilfties. Refer to (2), 71724 a 
' ‘4, Job Conflicts an 42 Role play conflicts with superiors ; 
—_ ‘ys » ¢ afid' co-workers. .Discuss fear of - 


7“ : aan oe failure, employee not suited for 
ee rf Bs o 1 ) g . ii i = 
. feel. Ss eG ; Job. | 
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4 5 
~5. Pianspoetatdan : is 3k 5. ~ Show: 2) 7173. Compare commuting’ 
fg? , - / time and clistance to vatlous jobs, 

; < ‘ discuss public transportation, 
a) PF Mee * . . , private transportation. ; 
 6.. Accidents and . 6 <Itet/discuss health habits, 
Lll1Nwssés oe environment, 1 lack of safety 
~ ; precautions (job/hone)., nental 
- ‘and physical strain, 
* 7." -Pergonal reasons’ What are some reasons? — List 
=, 8s — e- 5f illness jin'family, death, child 
i related problems , emotional 
problema,” Show (2) 7174. 


f 


* ae 


ae] 


B. Effect of Absertteedgsm .. B. This section illustrates effects of 
; ; oo employer and employee of absenteeism.’ + 
-l. How company is affected’ 1. Show (2) 7175. Discuss incre ased 
2 . oa production-costs, quality, quantity 
: : decreases, low morale, increased ' 
: . " consumer costs, increase d: hiring 
. needs 
2. How ‘employer is - 2, Show (2) 71%. Give examplés of 
affected /  . loss. of benefits,, loss of wages, eg 
' Discuss how promotion ‘may sbe 
restricted, Show how loss of 9 , 
- ; oe benefits Can cause family dis rup- 
2 ; tion,, fin al ruin, deve loping 
é 1 _ of criminal activities, ultimate | 
a . | loss of job, and loss of Belf~* ; 
i , esteem. 
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os ; : \ ee: 

1, Students will write their reaction to "self control" (2) '71H3. 

2, Students will role-play and discuss absenteeism and how the 
puoblem affects him on the Jeb . 


=> a a wee — ici ca a S = 7 —— - ‘ = ——— —= - : eee _ 
ay | TEST z a er i . ae ‘ : oN - a are ae ° 
1, Student groups to do research and oral reports on a 
(a) \ drugs, alcohol and boredom < 
(b) sdk A ' . 
* (c) \trarsportation in area,’ accidents and id in ; 
(d) personal absenteeism problems 2 ~ 
a ; * ‘ : : 
SUGGESTED ACTIVITIES: ' 
t Ff an | = F 
; . 7 
1. Role Playing (Alcoholic on the. job) 
2, Have speakers discuss drugs and alcohol 
" NEXT LESSON: Theft on the Job, 9. .— # 
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CASE 5" ULY 
Axon Company 


John Public works fer Axon and Company where he is a forklife ope ra 
John has worked for Axon and Company for the past ten years and his 
Work has been very productive. In-the past month John's production 
decreased 25% and he was involved in two accidents which kept him from 
working for four days. 

in the past month. 


Also, John has been late for work five. times 


When John was caught taking tllegal barbiturates on the Jub, he was 
fired and was forced to seek work somew : 


here els 


m 


How much time and monay’ did John cost Axon and Cotip anv’? 


What inconventence did John's accidents cause the Company? 
P pry 


‘ = 


= 


How will John's problem affeet his ebtainiay another job? 


What methods could have been used by the company te help John 
' solve his problem? 
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difficult to chink straight when somgong!b1 


cut in am ge. tl¥ wa 
. ay 
often aay something wel regret later. Self-contrel {s important ie 
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ba = = f 


wher you are workin ywith others and now is a goed time to make, 
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Harvard University 
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/ . oo Unit? r 
. ‘ , Lesson | 2 
SUBZECT: Thele 
OBJECT The stYdene eit. know thd wauseas and effects of theft 
in Indpstry aay 

TEACHING AIDS: | Overhead projector © : 
MATERL Trpdsparenciles (2) 72Tl=3, 7 ‘amphlets from local police , 

ddpartmen= amd Chamber of Commerce’ 

' . . 
.REFERENCES+ Eine ‘s Itsi-rrevention,: w, WiEson Co., 
INew Yorks a 

Nociety Crime and Criminal Careers, Prentice Hall 

r Ine., Engiewoad Cliffs, Naw Jersey. 
SPEAKERS : hog police efelotal ; : 
T. PREPARATION Yo the learner)’ 

Have Aitudents relate and discuss’ their views ‘on thalt. Role 
. 4 


play (Sfltuationy. Ep Loy ¢e eadghe with hand in "ti li.") 


i ‘ « s ‘i * . vs ‘ x 
a didiliden en geleie e nee + “ Fa a aeniiienenaiameninnatiimendiitimared 
‘ . ‘ 7 Ve) 
: a . x é ~ : : 
= é is = a ———— = a a en wi aaa : 


2, “?RASENTATION (of the [nfotmation 


NSTRUCTIONAL TOPICS KEY POENTS Ehiiigs to Tememb er to dS 9 = — 


A, Gfuses of theft f . A, _ Discuss reasbas for theft,.need for 
petsona] use, obtain money-, “support ae ; 
, i drug haga t » company ‘owes you,') Reicks, 


a ™ pathe tog al problem, show (2)Q72T1. 
: - 


low compuny fs altected RB, liging {2) 7272, potne out higher ‘ 
ae : | AN me costes, expense of security, 
dfatrast of amplovees, higher con-- 
Sumex coats, Legal costs, loss of a 
7 ; ee profit. 
wa er ea ‘ : ad : 
How employee is af tecze( C. +» Ustag (2) 7273, felare the. long- a : 

: * range consequences of crime, loss ° 
oMsealf-eateem, logs of reputation, . 
losa of employment, Fines or {t- 


lal “8 ON 


- a 4 
: ~ : peisonment, family hardshtp 
aero? ICATION. ee 7 a a 
Students whl) dfsicuss vamedies tor theft and how the problem aftoets é 
Indu on ther job, : 
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A. Objective quiz covering the problem, causes and eff cts of 
theft in industry. a ae a 
: , Boo: n 
B. Role-play (employee caught stealing from company) a 
_ - - a 2 a Enna CAI | GN Pn 
Ose ee ea ie ex 
, SUGGESTED ACTIVITLES | ¥ @ ee 
s ‘ 
; a * F : _ 
A. Visit local police station | ; a 
B. = ex~con- speak on how crime doesn't, pay ae f , ‘e ] ( ( 
7 a a ; ; ; 3 it * 
NEXT LESSOZ: aieteceierea Problems. in Indus hey ss 5 ; 
4 t 
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Mary? JILL? SIMON? 
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SUPPLEMENTAL 
TEACHING MATERIALS FOR ICT 
GENERALLY RELATED -LESSONS 
: Unde 7, 
Lesson 2, 
BOOKS . 7 
in 


Barnes, Harry, Elmer and Tekters, Negley K., New Horizons 
Criminology. Prentice-Hall, Inc., Efglewood Cliffs, 
New Jersey, 1959, , . 


ociety, Crime, and Criminal Careers. 
, Inc.,* Englewood Cliffs, New Jersey, 1968, 


Levin, Stephen (Ed.), Crime and It's Prevention The H. WW 
Wilson.Co., New York. N.Y., 1968. ‘ 


Focus on Marijuama, 15 minutes (b/w), state, 197] 


’ 


W& 2, 30 minutes, evlor, Free Loan, C&P Telephone Co.,  ” 
+03 East Grace St., Richmond, Virginia 23219. 

Memento, 20 minutes, golor, Pree Loan, C&P Telephone Co 
703 East Grace St., Richmond, Virginia 23219. 
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SUBJECT; Environmental Problems in Industry 


OBJECTIVE: The student will describe causes and etfects of 
i 


environmental problems in iftdustry and’ what can be 


Cow 


dane Co prevenc problems. 
# 
TEAGHTNG ALDS; Overhead projector. film pre j@etur 


MATERIALS: Transparencies (2) 73T1-6, Handout (2) "3a 
REFERENCES ¢ As Re Live aid Breaths, National Geoxraph be Deelety, 
Washington, DC. 
Garbage , Saturday Review Press, New York. N.Y. 


SPEAKERS: State Air and Water Pollution Control Board represeie 
cae al lecal/industry representative 


Fab ee SS ae = sa ens fo cosre > - Ses 


wth aoe 


l 


A. Discuss case study, "The Braxton Bottling Company. (2) /3H1 

8. “Piseuss local problems 

U Niscuss whethér or not vue cae per employer cuuertbules tu 
pollution, 


te see eee ee ee = =. eee 
» 


see ees = ee 7 meee 


2. PRESENTATION (of che information) 
INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or sa , 


ase qs .-—-= bao 


A Pollut tou A Ihis section discusses Causes and 
effects of pollution. 
I Nida Pod but teens | él Causes - Show (2) /4li 0 dio 


cuss dudustrial, (ransp.ita- 

tion, wevernmental and home. 
b Effeets - List/discuss health 

Nazards, financial burden. . 

degradation of surroundings 

Water Pol butdos. : a Causes - Show (2) 7272. dis- 
cuss solid/liquid induscrial 

home, and »overnmental waste 


b. Effeets = .piscuss local sewaye, 


water SvyvStems, rivers, lakes 
that have heen atfected by 


pollution 


y Notse Pollution 3 a Causes Refer tu (2) /413 
Discuss student's personal 
experiences with neise on 
the job. in tewn, and ar home. 

h Diseuss loss of hearings, 


ear pretection, decrease fu 
worker @lticienev. mental health 
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BR. Prevention of Pollution B This section discusses industrial, 
. governmental, and home pollution 
: preventtom. . 
el. Lndestrial Pollution Ll. Prévention - Point out problems 
Of industry as compared tv non 
: pollweing methods shown in 
- 2) 7274, Discuss antipollucion 
- devises, research on pollu- ; 
: mT , tion, personal pollution 
: pratection. 
. Z ouvernmental Pollution 2 Prevention ~ Discuss stiff reg- 
et eS ulations and penalaties, long 
SAN as ae ; range plh nning, public educa™ 
ae . . Ejon, pulllie facilities for 
ses ; prevention, (i.e. landfills, 
er to f ; crash collection, re-cycliny 
centers) 
Show (2) /3165 
~ 3. Heme Pollotign 7 > 3. Prevention - Show (2) /20, point 
mF wut what students can du tu help 
< : , prevent pallution at home: use 
items which can be pecycled, 
proper disposal of bulk waste 
hunk Gatis Solid waste; Support 
. anti-pollution governmental 
. regu let ions 
a whee ee — . . cits eae ey BES lee ee a, 
te 3° APPLICATION Ot a 
ae : ' dp . at 
7 A WlScuas lisa vee be wats ae dad idee Comer hbar al. 6. hale 
pollution a 
Bo Hlave c1las& write fettera te city and §€a¢@ on Gurreat probiens 
- . ; ee ee 
4 ‘ 
A Clive objective qule ou gaunes oa Effeces of aia Water ho ilge 
and solid waste pol larion. q 
hs lave student proups discuss and pge sent Saul LEpor Rs on preven 
tive measures against palluti fou BA ome of four (4) vol lut ion an 
: areas: air, water, noise or i 7 


A. Fleld trip to local sewaye or water treatnent plant 
B  Conpile List of local offenders and ctyvestions for remedies 
& Have students participate in Reoloyy Veek They report’ on 


evervthing whieh they did as fadividualds, within that week, 


to prevent or step pollucton of the environment. 
[?) { my 
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- : . . CASE STUDY | ‘ ie : : se 
st : "The Braxton Boe thas, Company" ; . 


On. January lst, the Braxton Bottling Company was, told that no more. 
non~returnablefbottles would be legally sold in the City of Braxton, and 
7 ‘ that effluent ‘wastes that the Company had been dumping into RaEpte Crack” 
would have to be disposed of in another manner. 


Mr. Claxton, the president of the Company was really upset, espécially 
since Braxton Bottling was a community-minded company which was always spon- 
soring cémmunity. projects and providing free sodas. Now Mr. Claxton was 
forced with having to move the company to another city, close the company?‘ 

.- down completely: (which would mean laying off 123 employees), or coming up 
with a new solution to sell his products. 


(It should be noted that in 1974, the Braxton Company: had. convepted to 
y. ‘non=returnable bottling machines ‘and bottles to meet competition 
RnR still owed $75, i de 00 on a bank loan‘for the machineg 


Since the creation oe the "no non-returnable bottle law" and the "water . 
pollution law" was largely the product of the loéal high school's Industrial 
Cooperative Training students campaign at City Hall, Mr. Claxton decided 
to go to the ICT class and confront them with his Company's dilemna, hoping 
eS. find a solution from the class. 


. 1, What suggestions does the class have? 


ane : ie 
i) ‘ 


+ 


2. Do you think the class was right in having the law sdeded by the Braxton 
City Council? Why or why not? a8 


3. What might the City Council do to help the Braxton. Bottling Company? 


an | 
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5 : a . SUPPLEMENTAL ° 
‘TEACHING MATERIALS FOR 17 
GENERALLY nee BEGSONS 
Unit_-7 _ 
4 ‘ aa _ Lesson. 3 


a _ 2 = te 


‘Ag We Live. and Breathe, National Geographic Society, a7Eh, and 
M St, N.W? Washington, D.C, 20015, 1971 
(Note: This book alone.could cover entire aanjede ‘out- 
Standing photographs. d- 


Commoner ; Barry, mee : Gircle, ithe, Nature, Man and Technology. 
Alfred A, nen Publishing Company New ‘York, New York, 1971, 


Garbage: _the History and Future. of Garbage ‘in. 
"America. Saturday Review Press, New York, New York, 1973. 
: * ep 
Man's Control of the Bayieonment - Congressional Quarterly 
Publishers, 1414 22nd St. N.W.,‘ Washington, D.C. 20015. 


TLMS- 


Garbage Explosion, 16 minute, color, state, 1973, =e 


Refuse Problem, 14 minute, -black and white, stat, 1971, 
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UNIT 8 ~ 
How to Select and valuate a - 7 
Company for Permanent Employment . 
Lesson 1. How. to Select a Company 
- for Permanent Employment 


Lesson 2. How to Evaluate a, Compiny . 
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aw -INS'TRUCTOR'S\ LESSON PLAN 
General Relatdd Information 


Unit 8 
Lesson. 


SUBJECT: How to Seleet a Company for Permanent KnpLloyment 
OBJECTIVE: ‘The -student will become familiar with criteria used in 
. selecting a company for permanent employment. 4 


TEACHING AIDS: . Overhead Projector ee : ¥ 
; (MATERIALS :, Handout (2) 81HL * es 
oo is a (2) 81T1-3 
; 
REFERENCES ; Succeeding in the: World we Work. McKnight and McKnight 


‘Publishing Company, Bloomington, Illinois, 1970, 

- Making-the Most of Your Job Interview, distributed by the 

. New York Life Insurance Company , ‘51 Madison AVEDEGS New York, 
New York 10010, 1971. 


‘ : ' - . = 
La NR 
I, PREPARATION (of the learner). aan ; 


A. Give examples of how haphazard selection. of a company might lead. 
‘ , to unhappiness on the part of an employee. 
B. Ask the class how this employee might have gone about selecting 
a place to work where he would have been happier and more successful. 


‘ 


ne PS ni Sp ED 


. 


i © 8 . . : 
2, PRESENTATION (of the information) _- 
rae : _.._._KEY' POINTS (th. _to re yer to do 


__INSTRUCTIONAL TOPICS 


A. The Necessity of Being Selective A. Must Select Right Company | 


1. Employers seldom come 1. Refer to (2) 81T1.. Invite 
looking for you. class discussion on recruiting. 
2. Investigate many companies 2. a. Refer to (2) 81T2. 
before making a choice. : b. The more firms on your list 
: the better chance of finding 
bs the right one. 


c. Visit with people from 
companies that show promise. 
d. Refer to (2) 81T3 


“+ 3. Inquire about available job 3. Discuss advantages and disad- 
opportunities with employment - vantages of public and private 
agencies... employment services. 

i" 
m4 


330 


a PRESENTATION (continued) _ 
“INSTRUCTIONAL TOPICS KEY POINTS (tings ‘to_remember to do_or Jay) 
4 daakement permanency is 4. Discuss advantages of staying. with 
destrable. a company, 
a, Benefits accrue with sinter ey 
. b. .When you change employers you , 
start.at the bottom, . 
: c. With experience you increase in 
a value to your employer. 


3. APPLICATION a ene a as 


'. Ask students to complete employment ‘survey (2) B1lL. 


Students will = asked | to write a brief report on the. =esults, ee em-> 
_ ployment survey they made, 


\ ‘ . + : , 
oo 


" SUGGESTED ACTIVITIES: 


A. Invite a speaker. from ‘the Virginia Employment Service 
B. Invite a speaker from a private employment .agency 


NEXT LESSON: ‘How to Evaluate a Company, 
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DON'T SIT ON YOUR LAURELS... 


AND EXPECT THE RIGHT COMPANY TO 


COME TO YOU! 


ur. 280. 
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Employment Survey 
1. List-ten companies or institutions which you would like to work 
for in your community. . te - 


A. E. 
B. F, 
D. H. 


2. Select five of the above companies and rate we one thru five. 
es = 1" . 


i 


poo oe PS 


3. Using the yellow pages of the! phone book, write down the addressds 
and phone number of the five GREAT NEE 


‘ “ae Shy, 


4. Contact these companies and write down their responses concerning 


job opportunities, 
i a 


5. Contact the Virginia Employment seiutes and ae them thapva tiable 
jobs in your career choice area. y 


= 


6. List five private employment agencies. 


moo }S 


7. Contact the five Listed private employment agencies and ask them about 
the available jobs in your career choice area. 
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SUPPLEMENTAL 
TEACHING MATERIALS FOR ICT 
GENERALLY RELATED LESSONS 


* 


we 
; Unit 8 
Lesson 1 


OOKS 


om 


How Not to Blow a Job Interview. Amy Opportunities, P.O. Box 5510, 


Philadelphia, Pa. 19143, Free, 1975. 


Kimball, Grady and Vineyard, Ben, Succeeding in the World of Work, McKnight 
and McKnight Publishing Company, Bloomington, Illinois 1970. 


P. 10334, New York Life In- 


Making the Most of Your Job Interview. No. 
surance Company, Public Relations Department, 51 Madison Avenue, 


New York, New York 10010, 1971, 


FILMS = - 
Getting a Promotion, l6mm ~- 14 minute. color,'16 minute, state, 


Your Job - Finding the Right One, l6mm, 14 minute, black and white, state, 


1969, 


234 


INSTRUCTOR'S LESSON PLAN ; 
Related Technical Information 


Unie 8 
Lesson 2 


SUBJECT: How to Evaluate a Company 


OBJECTIVE: The student will be able to evaluate a company of his choice 
in terms of permanent employment. . 


TEACHING AIDS: Overhead projector 


MATERIALS: Handouts (2) 82H1, transparencies (2) 82T1-8 


REFERENCES: Kimbrell, Grady and Vineyard, Ben, Succeeding in the World 


of Work, McKnight and McKnighc Publishing Company, Bloomington, 
Illinois, 1970, 


1. PREPARATION (of the learner) 


A. Give examples of the worth of fringe benefits 
B. Compare benefits of two local companies 


pre ea —_ " ny a ba al 
2. PRESENTATION (of the information 7 


2. PRESENTATION (of the information) 
INSTRUCTIONAL TOPICS ___.._ KEY POINTS (things to remember to do or say) 


A. nployment Considerations A. Look at all possibflities 
l. Personal values Ll. a. Refer to (2) 8211 
= b. Ask "Are your personal 
‘ values likely to be satistied 


by this job?" i 


2. Working conditions 2. a, Discuss what makes good 
working conditions. Re Fx, 
to (2) 82T2 . 


3. Employee stability 3. &. Refer to (2) 82T3 
b. A high turnover rate tells 
you "Something is wrong here" 


> 
o 


a, Refer to (2) 82T4 


Discrimination 4. a ; 
b. Are employees treated fairly? 


‘Un 


5. Location » 4. Would transportation be a 
problem? ar 
b. Is appropriate housing avail-- 
: able? 
e¢. Would you be convenient to 
school, shopping, entertainment, 
' and spiritual needs? 
Na Refer to (2?) 8275, 


7 | eae | 
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2. PRESENTATION (continued) of oe ao ; : . 

INSTRUCTIONAL TOPICS — »_KEY POINTS (things to remember to do or say) 

6. Salary ; : : _ 6. a. Can this company pay you what 

om : : ; you are worth? 

. : 5 b. Refer te (2) S2Tb6 : 

a <a * . ce, Can you live in that location 
, : . on that salary? | 

‘7. Fringe benefits. . “7. a. Good fringe benefits can add 
considerably to your total 
earnings, 

‘ ; b. Does your company offer (list 
“and discuss) 2 
1) Retirement ; i 
: : 2 Paid holidays © 
‘ 3) ‘Paid vacations — 
. 4) Medical and hospital 
: insurance 
fd 5) Life insurance 
. 6) Sick pay 
7) Credit union 
8) Stock buying options 
9) Others 
c.' Refer to (2) 82T7 
} 8. Training facilities 8. a. Is there an adequate company 
training program? : 
b. Are there special training ' 
courses, available elsewhere? 
. A : 
9, Advancement opportunities 9, a. Refer to (2) 82T8 
b. Would this be a "dead end" 
position for you? 

10, Other considerations 10,.. a. Ask for and list any other 
considerations that students 
aa 

3..° APPLICATION 
A. Procure an outside speaker, such as the personned officer of a 
a large local firm, . 

B. Ask students to evaluate a local firm and give their impressions 

of the industry. , (2) 82H1 

C. Have students investigate and bring in a report on their present 

employer, based. on criteria discussed in this Lesson. Compile and 
discuss the consensus of information. 
4. TEST 7 ‘ so 


_ Students will be asked to evaluate a company as a prospective employer 
in terms of the criteria discussed in this lesson. 
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SUGGESTED ACTIVITIES 


A. Role playing of an interviewer and an applicant discussing comp 
benefits. 


B. Bring in firm publications listing benefits and describe. 


NEXT LESSON: Post High School Education and Training. 
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DOES YOUR JOB 


GIVE YOU PERSONAL 
SATISFACTION 2 
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ARE YOUR WORKING 
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WILL. YOUR EARNINGS BE AS HIGH 
AT ONE: COMPANY AS.AT ANOTHER ? 
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So a \ F Evaluating an Industry For Employment a 


ach student is asked to pursue the study of one industry... The study 
result in a paper turned in on ot before (- ). The purpose is 
Mvide a basia for understanding industries in general and evaluating 


ae 


i ANover more peP¥ons may choose the same industry and they may do their 


sf & * together ach student is expected to submit a complete report 
: a 
L, . Phe industry chosen should be one that you may be interested in emp loy- 
aad ment noW or at some future date. ; 
The Ponrowiie plan is only suggestive of what may be included in the’ 
4 
study. ; 


Employment Information 


a. What are the working conditions? 

b. What is the employee turnover or what is the stability of emplay- 
ment? : 

c. What evidence is there of discrimination? 

d, What are the wage and salary scales? 

ee What’ fringe benefits are available? 

f£. What training is available? ‘ 

g. What are possible advancement opportunities? 


Origins and Development of the Industry : . 


a 


a. Time and place, If it evolved from primitive times through what 


. stages did it pass to become a mature industry? 
b. What scientific developments underlie the industry? What persons 
were responsible for these developments? . 
; ¢. If this industry is one in a chain of developing industries, what , 
other "links" are in+the.chain? . 
d. In what way is the ings try affected -by transportation and commun- 
ication? . : 
e. What have been the recent technical developments? 
* The Products of the Industry , . ’ 


a. “What is the product(s) by name? By function or purpose? 
” _ b. ~Who uses the product? ‘ 
c How many aré produced in a day? Month? Year? (Units: yards, 
tons, pounds, etc.) 
d. What is the production trend? 
e. What is the dollar value of the product? 
f, What part of this value is added by the industry? 


% 


| eae . Handout (2) 82H1 
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a. How ig the product made? 

b. What machines are pecullar to the: industry? a 

c. What is the nature of "mass. production" in thls iridustry?’ 

d. What is the trend in terms of output per worker? - : 

e. Has the process been changed significantly in: Pane: -past 30 years? 
f. What is the power source? 


: ; a. tow many are employed directly? Indirectly? 
: b. What scope of occupation is represented? 
-c.e ;What Is the distribution of the working force among skilled, semi- 
skilled, unskilled? What is the trend? ; 
o> d. What is the wage picture -in representative occupation? 
é. Wha t type of engineering underlies the industry? Approximately what 
a is the engineering percentage? . 
f. How does a person obtain employment ; in this industry? sa 


Location of the Indus try : 


a. Where are the primary manufac turing industries located? 

b. Why are the industries so Located? (Consider transportation, 
sources of raw materials, sources of labor, market, etc.) _ . 

ec. Is’ the trend toward centralization or decentralization? 

d.’ Is the geographical Location Sea ee Due If so, are the reasons’ \ 

. appar ent?. 


o 


Labor Management Relationships - : ‘ 


a. What are the names of the Large est companies in the industry? 
b.. What agreements now prevail between Labor and maya gement? 
t. What have been the issues in negotiations? | 

d. What has been the work record over a period of years? 


* 
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SUPPLEMENTAL - 
TEACHING MATERIALS FOR rer 
‘GENERALLY RELATED LESSONS - o. ; 


Unit__8_ 
‘Lesson 2 | 


BOOKS 


in the World of eee 


Kiba LL, Grady and Vinevavd, Ben, Succeeding 4 
McKnight and McKnight Publishing Company, Bloomington , esa tale, a7 0s 


ascage Investors Service, 99 Church Street; New York, ‘New York 10007 


4 


Occu ational Outlook Handbook Bulletin No. 1785, Bureau:of Labor Statistics, 


1515 Broadway , New York, New York 10001. 

i 
The Bevelo edia of Careers and Vocational Guidance, Boubleday: Publishing 
Company, 501 eneriin sh Garden City, New York 11530 » LOT. 


Your Job - Getting Ahead, 16mm, Color, 16 minute, state, 1969. 


.' Your Job - “Good — fauiua: a 14 minute, color, state, 1969, 
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UNIT 9 


, Post HIGH SCHOOL EDUCATION AND TRAINING 


ioeciacs and Sources of Dock High School Rdicucioa 
and Training . e 


‘Lesson 2: Factors in Selecting Post Righ, School Youcatton and 
. . Training 


4 
~ 


=e & 
< 
a a 
H toe 
gle i 
a‘! ; 
v 


SUBJECT: 
“4 ia : 


TEACHING ‘AIDS ¥ 


g ee - -\ REFERENCES ¢ 


PEAKERS : ° An’ armed. forces recruiter ,, guidance counselor, local a 
“| apprenticeship or labor® representative, Virginia Empléyment 
_ Commission a i 


< MATERIALS: 


INSTRUCTOR s eneaon PLAN. 
F : ‘Generally Related ‘Information 


mecatl on and Training — 


Tiasokeante and Sources Bone High School 


Student will be able discuss iivektanes and sources of 


pont: high School education and training programa. 


foe 
“s 


‘2 


Traneparencies, (2) 91T1=-5 


fhe 


ee AY “What are your future plans? 


: ‘Overhead projector, sala: 


‘ 


ges Bes s yr : : 
s i. PREPARATION Cof the learnen) . eo e : 


al 


. Succeeding in ne Worla of | Work, McKnight and McKnight : 
Publishing Company, Bloomington, [ilinois, 1974, ° 


ar) 


B, Will your plans require additional, education? 
».C.” Can additional education help earn more money and give yee 


better job securttyt 


ry 


: : . :. = , 3 an 
“4 & : a 3 é 
; ge ie 3 oa 
ms cae : : . r ’ 


- 2 ~ 8 SN CCT far can Pe 
gat | 23 PRESENTATION (af thepinformation 
ae : : INSTRUCTIONAL TOPICS KEY FOENTS (things bo_remember to do or say) 


a A. 
? 


; 


“ By 


Education and Job Security 


4 
’ 


Education and. Your _ 
_ Earning Potential © 


259 


A. 


B. 


Discuss -the differ rence between the 


he 
2. 


: oe 


High uae sack of high school 
dropdéuts — 

High percentage of persons 
without high school diplomas in 
the lowest paying jobs. 

Jobs requiring very little or 

no trainiig are vanishing 


_Example: Over 3 million agricul- 


tural jobs requiring ldttle or 
no training have been Jost in 
the .past 10 years. 

Workers with more education. 
employed in better jobs, 

Show (2) 9371. 


A Spee 


a 


_ farping potential . .oF each group: 


“High schooL dropout 
“High school graduate. 
Colldge. gteduaeas 


Show transparency: (2) 91T2, 
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C. Sources of Post High oa. .G daapard different | ‘post- high school 
"School. Education... .. se a education sources . 2... 
Se? a os 1. Communi ty colleges, sinkoy. ca tevee. 
‘ four year colleges and univer- 
sities ~ 
Explain; The difference between 
conmunity college and junior 
oe “ os college. 
Refer to ICT 2-917T3 
eS 2, Adult Education Classes; List 
8 _ = your county's (city's) offerings, 
3. Technical schools: Make a survey 
ae cw ; ' of technical schools in your area 
, ‘and the course selections. 
Refer to (2) 91T4 
4... List area industries and their... —. . 
training, programs, 
Refer to (2) 9125 
‘ a ts 5. Apprenticeship programs: 
Bvy a. Review what wag covered .in rer-2 
‘bs List apprenticeship programs - 
avallable in your area 
' (1) Point out requirements 
vot ey a . Lox enrol Iment 
(2) Give Necessary ‘information 
6. Correspondence courses: 
a. List different schools(and 
addresses) offering this EYES 
of program 
b. Discuss the good and bad 
us points of such programs - 
_ 7,— Military service and schools; 
; 4, List some of the choices; 
' ' pass out materials 2. 
b,, Compare the educational, ¥ 
offerings to ‘those available 
“at civilian’schools. List 
, the pros and wns of mans Bey, 
‘training 


APPLICATION. SSS 


. fave the student investigate each area of post-high school education 
and eSheee now each can perenne help him acnteve his career goals, 


Divide the class into several groups,: Each group will invite 
Persons from the canomunity representing various occupations. These 
people will talk to the entire class bout their individual jobs, 
money they earn, future outlook of their job, and how much’ 

training or education is required for their jobs, ns ‘ 


| Ba si ws 
PRICE 


Se oe | . Bey ~ x 


. oe oe rs , ~ ad 
“List and discuss post-high School. educat don programs which are e 
SxES HADES . 


Select one educational program that will help you to achlove _ 
your career goals. Explain how this program will-aid you. 
Dhaeuas why you selected this program over the other programs, 


SUGGESTED ACTIVITIES; 


A. Invite outside people to the classroom such as an Armed Service 
recruiter, vocational school representative, or local apprentice- 
. ship or labor representative, 
B. Have the students read and discuss Succeeding 
; Work,. Chap. 17, 
‘ C. Have students research two occupations, Have them report what 
" the jobs involve, the earning potentials of the job, the 
employment out look, the production and advancement which can be 
expected, and type. and amount of education necessary .. 


_in the World of 


NEXT aa, Factors in ‘Selecting Post High School Education and 
' | "Training | 
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WORKERS WITH MORE EDUCATION 
ARE EMPLOYED IN BETTER JOBS 
MEDIAN YEARS OF SCHOOL COMPLETED 
BY MAJOR OCCUPATIONAL GROUP 


‘i Professional, 
Mptechnical, and 
Old kindred workers 


4 Managers, oaficieis, and a ee exc, 


oe ‘farm, clerical and kindred MOTEE A 
- gi Sales workers. he 


wg 


oe ‘ bac ‘f . 
a Craftsmen, foremen, and kindred workers 


1L: i 8 : ae , ot Be terd, 
Service workers, exc, private housvhold 
: ; i aN 
VO Operatives and kindred workers 
c< 
9. ee : 
‘ Labore srs, exc. farm and mine 


Farmers; and farm managers 
‘Private ‘household workers 
Farm Laborers and foremen 


Source: U.S. Department of Labor, Bureau of Labor Statistics, 1972, 
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THE EDUCATION YOU HAVE AND THE SKILLS 
YOU LEARN ARE CLOSELY RELATED TO THE — 
MONEY YOU WILL EARN DURING YOUR LIFE, 
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"LIST THE TRADE SUBJECTS TAUGHT 


JIN THE COMMUNITY. ‘COLLEGE. 
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‘List THE. TECHNICAL SCHOOLS IN 
_ YOUR AREA. a — | 


" 


“ust 4 THE OCCUPATIONS: 5 TAUGHT IN iN. 
THE TECHNICAL SCHOOLS. 
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LIST THE TRAINING PROGRAMS - 
~ FOUND IN THE INDUSTRIES: » 
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~ GENERALLY RELATED i 


oe oe : 24 : a ae Unit_9 4. 
a 2 ‘ coos . Lesson_1l_ 
BORE . ae a | seat i“ 
me ott L , : . . ; os : 
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FACTORS IN SELECTING POST HIGH SCHOOL Ee 
EDUCATION AND TRAINING 
You, and you alone, must choose your vocational future, Adults can 
st, but the choice must be yours. Not every adult is qualified to 


give assistance in vocational planning. 
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Wise ableckton: based. on careful and patient inves- 
will help to insure job satisfaction and future happiness. 
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Kimbrell, ‘Grady and Ben eeueed: Succeeding in the World of Worl. 
McKnight and McKnight Publishing Co, , Bloomington, T1lingis 
21701, 1974. 7 
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; No. 4, Superintendent of Documentgeng 8, Government Printing 
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Value Cl4rification 


Lesson 1, Factors Influencing Values 


Lesson 2. Values and Job Success 
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‘a “INSTRUCTOR'S LESSON PLAN. | 
Mee A ‘ OBNERAL RELATED TINFORNATTON to See ee eee 
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“» SUBJECT: r * . 
ae as : ae 5 / 
OBJECTIVE: The student will be able to define values and discuss factors 
-  influemeing values. ate : 
, , ee a c : a * - 
TEACHING AIDES:, Overhead projector . ae 
MATERTALS: Transparencies (2) 101T1-4, Handouts (2) 101H1-3 ” 
: - Yee 
ay, . /REBERENCES : Kimbrell, Grady and Vineyard,..Ben S. Susceeding In The World 
ek of Work. McKnight & » McKnight Publishing Co., Bloomington ; 
Pe oe TM, 1978; : 
: ‘ ‘ , Simon, Sidney B., Howe, Liland We, and Kirschenbaum , Howard. 
- di Values Clarification, Hart Publishing Company, Inc, , New York 
New York 1972 
y ' * 
i a a acc nat 
_ PREPARATION (of the learner) 
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ef : , _— "Ss ae ; veral dietionary definitions. 
~~ ". ‘ : ot "Di khuss how students interpret 
if these definitions. : 
; 1. Value importance: give ex- 
; amples of personal values. 
Present transparency (2)LO1T1, 
i List responses on board. 
4. Values of peers and others: 
present (2)101LT2, discuss 
peer pressure and its psychor 
° : Jogical effeets on peuple. 
3, Values under pressure: dis- 
‘ ; uss Stress situations where 
on : values may “change, i.e. war, 
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. Friends: Discuss peer pressure. 
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WHAT DO YOU" VALUE? Twenge -PlrLtips I Likcko Do. 

; Valuer are the basis “upotis 
7 agains't or where they are poing and why. In othe 
“, “rection t6 life, The following exére’ 


hich people decide: what ti y are, for ‘and 
" ‘worgs they ‘pive di- — 
Wd’ tq help you determine 


oy if ‘what | Is geen eee to _you. “Wila gido you" Value? 8 wat hee 
; | ie ‘quickly, as. -you can list 20 things in Life which? you really like to ae 
‘ ".do. There are no: yight or wrong -answers ‘about, what you. should like’, ~ Eo as 
a Using the auggested code ‘given,’ the mext | step is to ; dode the 20.items 
‘ a é above . ‘ ® 7 ie . % ae : é 2 : ie : 
ce; Seon Bes 4 es ot : . 9 
: pe . - "es fe " Blaee the: ea by any item which co sts. more than $5 each time * - at 
: yous “do” cian . : a oe : aa ee 
hot ee : . ‘ ; ‘ . 4 ae 
' Bue an R by any ‘tent which involves. some risk. “THe risk might : at 
“he: physical’, intellectual, or emotional.. wate: things in yous | Pee 
own ‘Life that you, love to do Reais risk?) | & 


Using the code letters. 7a ‘and Mi receded which of che items on your 
List you think your father ‘and mother might have hdd om their 


tists. ae ghey ad been’ asked 09 make them at your, abe s oo a 
, te es mS en 
a plane either ‘the Lecter P or. ea: rigtak i next to gael item. “The + 
‘ Co oe yP is to ‘be, used: for items “which: you prefer doing with people; the Y 
ae ty ar for items Which You prefer doing alone, * ge OMA a - 
® ‘ Z a mad oe a . 
— Place a. number 5 5 by tiny item, whieh: upuld not have been’ ‘on your list. . 
ee .five years ago. - — wae a faye A ee Js oe 
a : _ ha ee a OR. ae a ° a 
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ae Soe ‘be, OL E 
feels Finally ‘go down ‘through your list and indicate the: date when you 
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Now. Took back over your list aind), the, ‘odings. vs a ’ 
1. What does your list look Like? i. 
ae te . *, = ba Q 
» . i ; oe  B.. * feed 7 ; ; ; 
2. Can you identify any patterns in,the things, you like to do? ‘ 
a yee ydv learn soifething ‘new about yourself? , 
“ Ae ‘hve there some things | you are pleas sed eae 
Z y . i : 
‘ 3. is there anything that you | would Like to change? 
6. Ate there some tadaus ‘-yqu like to do that you have not done lately? 
Why? What could you do ale this? : a , fe 
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ie UNFINISHED SENTENCES «4 ob toe oie : ‘ 5 ts 
- ¥ ds . * 7 a 5 ae 7 a * * 
wa ab Picpedee ‘This strategy helps the individual megeat and explore some 
of higjattitudes, , palibfs “actLons, convictions, -ip fdspirations,' 
likes, dislikesy, als and purposes; in other words; , lue indicators, | 
a What often. emerges from the completed seafiences isa growing, ayareness of 
SEV PPgPans) values. ‘ 
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4, I. £6el best when people... 
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> yALUE cthieretoxrrow " 
: “The , : 
Baker's Dozen ; ag ie 
a Liat thirteen (baker's dpeeay' much needed Le ents in. “your home which 
‘require electricity to operate, a ae ee Oe ora we 
aa ae S a - Mae 
: i. If there were a decree which naka ‘you had to use less sieeweieten, 
a draw a line through the. three items which; jyou eould-realiy do. ; 
without. a es Naa. 7 aot na 7 
: y SR, Circle the three which'teatly. ‘mean ‘the: most to you" ‘and whitch you: 
a , would: hold onta,,. until’ the very: end, “7 €§ . sO . 
= = Ps 25 begs : C ra 
3. . Look back over” ‘Your: list ‘ind your decisions. Now consider: , ow 
a ‘ oe p Bae 7 i: 
fe, 4 = Why BES you decide” Fo do*without: the three items?. Why a . 
ae ' " Yoee want to keep the. ether mhEned , j ae ' 
“igs 4h . eS 7 5 a a 
aa a Dd, What kind of things which you own are nice Bubliet seeaiedy 
ee “Are they Ampor yelp or . # 
Ohi a . ge ck . . : » : i : a 
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ee ns vee Me : a give up 1£ yok hag to? ; i. _ : : : = . 
Spake ahs 4 ; ao |, A ee ee i 4 
a ee eee ioe 
_—s oe VALUE cxaiycasson — an ee as 
Pergonal. Coat of Arms 9s i “ ee hele 9 ite . 
a. 5 : : ° ett oe” te ‘ . ; aes ze eed 
is oe ‘A, coat of. arms is a symbol of wlio” you are. In wditavet times: hie a 
atuoints was embroidered on the light garment. worn..over armor and usually” P an 
“)* symbolized the status of the individual in cae ee his past achievements.’) + 
-Using’ this coat of arms or drawing your own, ple e the Fol Loving in the? ¢>-" 
, + appropriate section.” ’ ae ce "> # 
he. 7 + A Q : e ‘ 7 my : eg? 
l. Draw two pictures. — One to represent something you are very. oe 
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oo 2. Make a pieture-- to. Siow onegof your Values « aBputyshich y you. would. 
te never budge. This is one’about which you feel. maa strong 
Me and which you ipsa never ‘Give up. ek 18 
—_—- a? 3.° Draw a. picture to chow a value by whieh ae family lives. | Choose 
: _ one that every one in your family would probably agree is most is 
; : portant. icc weer A eo. oo a $ 
. ee oe ae een P. 
sake 4, In chia’ block, imagine thatsyou could achieve anything. you wanted Gp 
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would you strive to. do? fe . : 
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McKnight. and McKnight ubidshing Coinpany ,- Bloomington, . Illinois, 1974. 
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fication, Hart Ener Inc,, New York, New York, 1972, 10001. 
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INSTRUCTOR'S S LESSON. PLAN : . _ : 
Related Technical Information as be 


ee a Unit 10. 
‘SUBJECT: Values and Job, Success eg es 


; ‘ Wl : aS 
“OBJECTIVES : Students will be able to dafine ‘the value ae honesty, courtesy 


; dependability, foresight, neatness and self control as ren by 
Ff : 


lated to: a job situation, be i “a 
TEACHING AIDS :: Overhead eas me are 
MATERIALS : Transparencies: (2) 102T1- 3,  Handowgda Biproan- ree tg? ee 
. x aa aa 


~ REFERENCES : “Kimbrel1, Grady, and Vises ee, Be hal ng_ ir 
, e ' World of Work, McKnight and McKni ishing Co. “Bloomington, 
ies “1974, 61701. 


Howard, 
New York, % 


. i: Sieteve, ee to (2) 102H1 ; a i Ni ca 
Be Give’ humorous handout and discus ss work value. Refer to (2) 102H2 
ke Cw Give VICA questionnaire and discuss values. Refer’ to (2) 102H3 © 


A. Values and Job Success . A. Discuss students’ ideas of ‘job success. 
ae a » . 1, Discuss’,personality, ‘Present - 
; (2) 102T1. . Discuss personality. _ 
% =. 2 er ag! , sand its psychologieal implication. » — '- 
~~ Misc - ee a to the total: self. Refer to es . 
| . ae ae " ' (2) 102H4, , 
wy ' ; 2 Discuss careers, hobbies, clubs 
and civic organizations: Do they = °° 
affect values?. Refer to (2).102H5. — an 
Discuss courtesy; ask question? _ a 
-"Is tolerance of others and respect 
for: their. rights a usable defini- 
tion for gourtesy?" ; vt 
a ae . 4. Discuss dependability. Pres ent 
foot .. (2) 10272, Refer to ay 1O2H6 
: , and discuss. ' 28, 


’ % ; 4 _# ie 


* Jobs + “punct tua ie P perce ie 


, breaks, theft, etc. «Wha tiie ; 
; * ee iro cation does honesty have’ TWH he 
- Po world of work. Refer to (2) 102K. 
ay : 6, Discuss foresight: and Work yalue, 
“; , oS Discuss the geiti¥nent "Plan your: 
, . © work the work’ you ir. plan''.” 
7. Discuss inieid tive. Ask question: 
"Does: initiative, Always get you...on 
. , advancement ? ar te 
ee 8. ‘Discuss’ neatness. “AS k question: 
3 a "How do .gtod’ organizational work ‘ 
| ae. ', habits affect. your work?" ihe 
9, Discuss self control. Present 
ar i, © gs* (2) W02m3. “Disbuss persoral 
. + a ate L&D: \ : temper, its goodvand/bad points. 
a 3. APPLICATION © - ne «} ae , 7 oe ; ” : 
Form student groups and let ea h group prepare ond act out a short - 
.' job situation that élates to gach. value discussed in this lesson. 
; - , Example; - Employer sees a stude t going out of back; door = the es at . 
.» * © quittdng time with a set of shock pabeoreerees’ fee . 4 
: fs i “sone : be % : 
tay - T TF 7" " 7 aa a mn | if = “f | me byes 
Re an ae ay a Sl hee i og. a 
: Have, students define. and ‘discug sithree values which they: feel are the 7 rrrre 
ef Pe x amgae Amporténe ; for: “Job sudcess.\ 7 7a : ee 
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/ Valeies , 2 
| : ; o ? 
ft 7 -_ 
{ a: You and Me 4 
| ; % r ; ’ 
; : j - 2 t ; 
j P ARE ye 1 pirent RUN DOWN? FEELING AWFULT. OVERWOREED? Perhaps there 
| is a reason why. . co ge {os 
/ We have come across some absagluteLby | Leet Lady ui atis bol cl which ghow 
| exact ly why you are tired, And, brother, it's no wonder you're tired. 
aren't an many people actually workiug, as you may have’ thought, of 
this cecont yf 6inp leted survey. 
200 tht lon, Dut there are 72 million 
liion to dé the work, People under 


The ve 
acearding, to 


at least 
The population vf this ecountty is 

over 45 years of age, which leaves 128 mL 

the avd "21 total 75 “m {lLlion, which le a mi "ge to da the work 
‘Then Chere are 24 million who are “employed by the Federal Government, 

13 million are in the Armad Forces 
Deduct 14,765,000, the number in 
whieh ledves 715,000 


oa 
Set), 000 tin hospi wile, 


a ; te l 
pp , and that leaves 29 mil)Jan to dp the work, 
| which leaves 16 million to de the work. 
i the city and state offices, and the 
| . es 3 clo the work, : 
AG? F Li ‘ qe 
; Bat! 462,000 of these are bumg ox vagrants who refuse 40 work, so Chat Leaves 
Wey 253,000 to do the work. , 
ae ; ; ° —_ , ' 
ae “Now! it may tmterest yo to know that there are 252,998 poople in jal so 
, tae leaves i gt twa people to carey the Load, crhat ss jut you and me, 
a7 \ : : es % 
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’ | 
VICA 
- v 
Quest Lonnalre ios 
* : | 
, oy | 
f Like (or do not Tike) thin group because... 
bi ~ = 
“Thia proup could funetion more effectively Lf... 
: 7 ‘ 
Which jroup member can mont easly influence you to change your opinion? 
* : | 
: * ; 7 
bee 7 P z 7 } 5 i 
Watch group member can Least eashly influence you to change your opin lon? | 
" ' ; ar a 
‘ 
Which group member do you have the most difficulty tntluenetap to cha are Ae", 
nt : ' 8 to 
hen opinflon? 
2 ‘ 
7 ‘ A ; | - 
¥ - ‘a z a ag -) 
Whtel: sroup member woul you Like sto katyw better] 
: ‘ 
ohog - ? 
‘ 3 ve bs 1 
Wilel Wwroup member tu most important to the suceess of the catire greup? 
\ ‘ é ‘ 
\ * ; 
\ 
. | - ; 
Wid ek sroup member do you foe Is the best Tiked by the entite group? 
\ 
\ o ‘ 
x 
forme te be happler fn thfia group, the ethessaembers should... 
<3 
wt 
Whe fn the: group Léstem: to you? Who dyes not? 
‘ co - ~ > 
og 
’ 
é . 
¢ 7 ‘ 
\ 2 a 
: « | 
4 . 
\ = Fy - - . p + 
Aot Hence it. (2) 1o2ue 
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LEARNING TO LEKI YOURS BF 


Everything you do, everyone you meet, to affected by your sel r lurker, 
ay (tia wel) worth improvins. ™ 


i + 


De 


i'r’ ALL LN HOW YOU 8] 


YOURKETE 


i An tndivicual's self-cjneept ts the core of lis porsouab ity. it affects 

bucry anpect of hyman hehavior: the ability to foam, Che capacity ta prow 

ang change, the cho toe of friends. mates and eareors, Ttos no exaggeration 
Ina Lion 


toosay that cat rons, popdt ive self faye ds the hes t pars hb lee poreyppar 


for suceess in Tite. 


‘ 
In the first place, se biees teen determines ote 'oompeg tat cous ,sand fo, 
offen, one'r a etual performance. The persutt WhO exper te Soo nue ved will 
very Pikely aucceed; the person whe expects oo fad) wilh adaest cortatuly 
fail, sna ser] f-perpetuating pattern deveTopy. Someone wiht bow me Lies teen 
does poorlyeand bis pour performance further lowers lila gedfeestecm. it's 
hard to break ou of this trap Ccomman, among, unde rachil ew iri eteudenites) a! 
7 Another effect of low aelf-eentecm is that dt imibbita a person from 
expressing hiinself freely, entertap new 5 itagbions, talelnesy rise. Ao man 
who feele limeel£ inferior keeps tis career ohahts Jowenand, frdecd, tt 
effered a promotion, maY find reasons to refuse ft. ets afradd co oriik 
faclure, A woman freaets the same way, When [te comes to latiu and watchs, 
ar too, She take. no chances, Just an water secku bts own devel, eles conti nes 
ee lite send] y overtuges to Chose che feels are no etter efx than ske fa,  1t's 
rot Justocoinetdence that Che aid iflower and thie bbind-dater go often ond 
tp tosether (end the bandsemes ¢ mun with the prettie at sirb). 
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. j THE INCEREST VALUE x 
- fom Sualth works tna arabes where he ageiits one of (the mee han les. 


One of his duttes ia to pat the toola away at the end of the day. ‘The 


eons - or 
garage CRoges at 3:30 p.my, and by 5209 p.ih., Tom has 


away so that he can be our of thee buticling the minute that 52) )-arriver -- 
‘ ° : 
’ s | 


oer eartiier by a minute or two, Gf ponadble. The mechanle whe ds trylnpg, tv 


1 


Filntoh a repair job for a wood customer finds Lt iepereint not hinder tng, 
¥ : * aa 


when he must hunt for the tools when Tom 


i} ! 


% \ 


started to put things 


shauld he right chore faa Tae eet 


to him fom is a clock watcher ané in lany, Do you think uel wt Ht ever be: 
es iy 


Per ; oo Hl a ; \ . 
romoted=-or even cetalned,--on hile present job? HLs employer ‘has every 
; ] 1 
. , a i 3 
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rivht to think te Ls not dywterested in hla work; 
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Gly your teactions and remarks avout Tom. ve ; 
be . ‘ 7 
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jworker im a piblie Pffiee and Liked: ber pbb, 


‘3 Te a ne: _— A AGT 


po SE DEPENDABILITY VALUE 
. 2 ae 4, 3 . a a 


holt. was an above averaye 
. én Pi 


~ | é 
Promptnesa 


for Work. Jeune oe 


She arrived on the job every 


é 
go. having to 


+ 


Jean's supervisor could not po to lunch until Jean arrived, 
¥ * < “ ] = ry . 


Yo irri (ab tt lier.) Yet the supers 


wait an extra five minutes each day beyan: 
to. Pa 
fn, 1 oa es ee fetes poet aan ne i ; 4 ' te 
vwsor hesitated about bringing up, the mattAr because ft seemed trivial and 
Jeay was a competent worker, i - : 
‘ " : ‘, 
, Because she was irvitated at the tardingss, the supurvisor anconseious ly 


‘ 


bogsan to check Jean's work more eledely| cian before; and criticized! small 
4 ’ * . =) F] * 
inistakes, severely, Soon Jean felt she was being, picked on and a pérsonality * 


4 
. 


clash developed between he two, , 


“ 


a 


When the clash finably aired with help of the coordinator, the real 


sore of friction, Jean's constant tardiness, was discovered. a 


8 ‘ = 


Beliind the whole problem was the fact that Jean had. incorrectly reasoned 
make much differenee, so she vegularly , 
- mos a ; 4: 
took the bus that vot her to werk at 1:05 instead of the one which would 


to tif seott that Live minutes woald not 


’ < 
have protten hier there a few minutes early What she failed to take into con- 


‘ideration was the principle invelwed. She was hired and paid to be at work 


st L:C0 pam. Any deviation from-this time was a viola rion of her part of 
the contract. Also, ‘it,was. causing unfair inconvience ko others, After & 


su i ‘i * . 
Ss, . 


Tear was able to understand this responsibility, her rvelacionaltip with the 
ry ‘ ‘ : bal : 
i . 
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stipe r&icor wan exe i 


Give your redetion: 
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THE HONESTY VALUE 

, ’ y = 

‘ John Kifby, [CT student at Podunk High School, is employed ag a 
stoeR)clork lwith Boodway, a grocery chain. He has om various occasions 
wifnessed other employees break open cookie cartons and eat them while 

’ } p : : be - 

! they stocked the cookle alséle, When John questioned a reliow emp Loyeer 
about sige it was permisgab le to cat ‘the cookies, he was told, "Why 
not?, avesvane does it." hy Oy ; me 
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Lesson ,1:. [Importance of Soctal Awarenesa and Handling 
Introductions 4 
FS rr i . iia 
Lesson. aa Special Situationa Involving Social Awareness 
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INSTRUCTOR'S LESSON PLAN | 
Generally Related Information — 7 og 
. ; - 4] e* : a Unit 1 
. z . ; _? ; ha Lesgon lL 
SUBJECT: » Importance of Social Awareness and Handling ; 
Introduce thoni a . 


(fs i 
OBJECTIVES zs: Students Wadd be able to discuss the twpertant social a 


. ce ‘procedures in everyday living and how to handle intro- 
“te ductions. t “ 


“TEACHING AIDS : ‘ Dverhead projector 


MATERTALS: Tranaparencies (2) 11,1L1+4 
” Handouts (2) 11, 1HL 
REFERENCES : “Kay Corinth and Mary Sargent, Male Manners: The 
Young Man's Guide. David Mensy. Co,, lac., New York, 
New York, 1969. | ‘ 
; wo eo, 2 

. a Post, Elizabeth, The Emily Pest Book of Ptiquette for 
— ~ Young People. Mick and Wagnalls, New York, Nae om 
‘ “oe 1967. 


+ 


Le PREPARATLON oe the learner) 


A. Have students take pre-test on social awareness (2) 11,1H1 
8B, Discuss with students points brought out ov this test. 


INSTRUCTIONAL TOPICS 


“A, ‘Soctal Awareness A, ‘Discuss good aoclal habits. . 
° 1. Stress the importance of being 
, ° ; competent in social situations. , 
2. Have studenta define sgocLlal of 
awareness. 
. 4 3. Certain social situation denzind 
( - right dress, 
oe Show (2) 11,421 
7 wv 4, Temper never helps you in aontal 
; situations. 
* . vs ts » Show (2) 14,472 


5. Reasons for bad soctal habits 
r Show (2) 11,473 

Good manners are simply making, 

people feei comfortable. 

Show (2) 11,114 _-+ ae 


m) 


B. Inttodu¢tions 


1. Wording the : 
eer oeuce ten \ 


2. Saceoduerion of 
- different sexes 


3. Introductions of 
rank or dagree of 
‘ distinction. 
4 Introductions of people 
: of differnt ages, 
Casual introductions 


é 


\ 7” le 
Acknowledging an 
Introduction , 


tol 
7. Shaking hands 


: a ae 


* 7 
8. “When do you rise? 
- Socially 
: db. Business ~ 
y 


Intraductidn should be made whenever 


 youtalk with someone who doeg not 


know the others with you, 


1. The baste rule to remember 1's 


‘that the person yoti mentLon ,., . 
first ia the one you are honoring 


2. A man ia presented to a woman. 


(Mra, Jones, this is Mr. Smith) | 

3. When introducing the same sex, 
the guiding factors are ape, 
rank,'or degree of distinction. 
(Honored person fixst) 


4, Present the younger to thé older. 


.5. If you are unaure as to whether 


people -have met before, you can 
forestall embarassment by saying: 
"Sally, 1 beldeve you may have 
met Mr. Adams..." 


6. Role play a typical situatiog 
4a The best acknowledgment to 
“an introduction is “Mow do’ 
‘you do.": 
by Mention the persons name in 
your reply if possible. It’ 
w - helps fix it in your mind, 
7. GAve situation for hand shaking’ - 
‘.'a. Man always shales hands when 


A introduced to enother man, 


Bey A man should net offer his 


. hand to a woman tinless she 
extends hers first, 

c. If a woman.is weardng gloves, 
lt-ls not necessary to remove 
them to shake hands, If 
possible, it is goodgto 
Temove the fight glove to 
“Show sincerLty and respect: 

. Talk. about standing for intro- 

ductiong. 

a. Man should rise when Lintro=- 
duced to an individual, 
Woman is not expected to rise 
uuless introduced to an 
elderly woman or man, or - 
Someone she wishes.to honor. 

b, Greeting of business visitors 
Rise for important eXtcutives. 


oo 
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a "a. APPLICATION. | Bo. © ee, 2 ae . 

i Role Play: Intxoddetions, shaking hands, etc. es 
: List and: deseribe proceclu rea used in various int roduc t 
7. SUGGESTED ACTIVITIES: , 
. * * oof ; 7 _ . 7 , : : = . 
oe Practice sogial imtzoductiom at home,and In school. . 
; NEXT LESSON: Special Situations Involving Soclal Awareness - 3 te ! 
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' Sy " a ~ ° ‘ ; ; ~ , i = 
‘ 7 “a z ‘ 
5 * < r 4 “a 
- ‘ 
4, . - © ’ ; ‘ : a * 
. , ' ‘ * is? 
a 4 ek 
-? ’ 
’ : ‘ - ; * ri 
a 7 a * ca 
= . 
' : : 
3 
¢ h 
. - zo - 
" “ \ sel 
” ae al 
fe 
ie 
, ‘ Pa : ~% 
i = a) ) iF 
¥ 3 = 


ERIC. * | 7 foe". 


Qe by ERIC 


DRESSED © THES | WAY"? 
301 
trinaparercey (2) br-trd 


BG 


DONT 


IT’S THE ONLY ONE You've 
GOT! ~ TEMPER NEVER HELPS 
VOU IN SOCIAL, SITUATIONS: 


, F ? 
ERIC : Transparency (2) U1? 
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fo oral NATTENTIVE RES ihe 
~~ 


So \y ey 
INDIEFERANCE ~ i Net 


\ 


ONS FOR BAD SOCIAL HABITS 


Transparency (2) ALI) 


\= GEORG E “LET 
‘4 fd nTROvU= you AROUND FRET 


THANE YOU 


GOOD WANNERS ARE SIMPLY MATING 
PEOPLIE FEEL COMFORTABLE. 
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Prare ronandr ne 


i 


ak 


PRE-TEST.ON 5S 


= 


L., Derine sectab awareness and discuss 


What {5 
persong 


a. A yo 


‘ 


ba Yoru 


e. You 


¢ TAL AWARENES 


” \ 


4 


we 


the preper way to go about tatroductng the feliowLor 


to each other? Give the exact words: 
' rm : \ Fy . 
‘ 2 
ung fflend, Jim Nelson, to vour Cather. : 
; a a ~s : 
i ae 
~ 
¥ 
, 
’ 
Mother and tathey, ant David Smkthi, a PV ater 
7 : 
‘ 
e \, ay 
: * 
ints 2 ¥ : 
ae a ae eee ee 4b re gee ere pana 
rofriend, Diane, and? vour "Aunt Sally, Mas. Brown, 
4 
3 
“yl ; 
O08 Ie sneloart (2) 


whe trou thimk Lt is impertant. 


tad 2 i 
Os ; 
ee” : 
i ‘ i = . <b | 
4% i 
# i 
s - é ae 
iy i ‘ed - 
F » * TE an ‘ 
! * = ’ 
1 : SE 
eee aes “ . <; Unt: il 
a en a - : . oS a =e 
Me ay ; : : Deseo 
; * i 7 ‘i 
fig XE 
e 


ne. & : 7 
Cerinmti,, Rav -and Mary : 


You 

e David MeXuy Coe; Tne. , Nae York, New. York, 1969... 
’ ‘ F . e 3 \ . 
Keo 


arnt, Neale Mangers: ile 


oung Maz's Gubdvas 


Poot lt zebath, ‘The Enlly Post Book of Priquette for Youry Weop Ic. 


Mick and Wa: calls, Nev Mew York, New York, L9G7. — 

. . ae : : a5 
EEL Rice : ' ers 4 : | . 
Hesse, Des : : ‘ dey : | Dh 


, Agta gs et couzeetey. 10 mbar ten, anate; 1998. ° |, | \ 


1964. - 


4 


Keg toni goto bat. be : infautes 3 Sscpte, 
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ee Seer. ee ee ‘ 
s TESTRUICTOR'S LESSCN PLAN : 
, Related Techaical Informat icn ( a ; 
SUGIECT: Sppetal &{tuat tonsa Involving Social Awareness 
c . : 
OBSECTIVE: The studente will be able co din : 
i 
7 
MATERLALS : smdouts (2) LL 21-4 a 
_, Tramsparenetes (2) La, 2b) 4 ; 
R oP ESICES ¢ Corinth, Kay and Mary da reent, Male Manners: The Youre 
Mar! 3 faz tete » David MeKay Cos, Ene. , New York, NAW, », Labo, 
Port, Elizabeth, The Nratly 20st Book of Etiques te for 
Youug People, Mick and Wapmalle, Nave York, N.Y., 1967. 


L. PREPARATION Coz the learner) | - ee te ee me ae 


_ 


. : i ‘ 
‘A a 
t * 


‘ . 
r ys ave mtucests take pee tdat on sectal awaredeos (27 tly ene 
s a 

BB, DisM™iaa with che students,poinus brought out en thts cee. 


2. | PRESENTATION (of the information) umes De ee ee 
a... LNSTRUCTLONAL TOPICS ” _ KEY POINTS “things to remember to’ do or say) 


A 


ome 


‘| ab le 


Kr der fieew | ‘ A 


Piec%es Getl le his bone ua din the 


follawtay cuestions ant d{seaus 
answers. 
‘ 1 


ta Your ctitued auc at oat 


“yu? 


Tluty 


Shaw ¢2y 22 oa2d 


‘low de you Knew whieh piece 


sleaal share chricn 


ot sbtlver in used for what pai i 
- of ther mead? Show (2) 11, 272- 
Soo. Salver fa placed beaSde the 
plate in the order that tt 

Is used. Tf there {8 any 

doubt about what te use, 


take your eae from the’ harst esis. oe 


». Wheat if Po happen co plek us 


che wong plece by infatale? 
duit beep eatfyy nonehalantly. 
Dost! t yrut 
tnole. 

What are all 


the sliver baek on 

the pieces of 

to (2) Loe 

5. tlisy does one know the bemt way 
to Reefer 


eftileer tor’ Reter ; 


eat foods? 
fo (2 
6. Vlrat 
vehemr pytig 


sertada 
Ek, 23 
dhrecttlom do vou tol low 
through a balt et 

Line ; 


Vhow CP) Lb ora 


“4 


ati 


PRESENTATION (cont Lou 


remember to do or say) 


°. 7 \ 


——— = 


INSTRUCTIONAL TOPICS ; 
a / x 7 ‘ : . F : r 
2 Bs, [ipping Bo Uiseusa Elpping 
; 7 _ Refer te (2) l1,/H6 
7 nino k irs Weg lbiscuss: mok Lrg, tent alwase rhe Ger p> 
e~ 7 table. 
a prtaking* L). giscuss : Prinktug isu’ t ues enaary 
Be * “for social events. 
4 ” 


Whe Goes First? E, Diseuss sttuatinns where preference 


ds shown Cu who goes PLltrot. 


Guese Etiquette L. Discuss vinit lap Sumer else's home, 


hotel and morela. 


ere =e - as - 
a Sa ne re ae dees ear aga ae 
}, APPLICATION: : : 
: ‘ a 
students Tole play aach spectal situation discussed fa lessen, , 
: * 4. RST 
‘ 
give the abut 26 a terbas obboarrG haat ee beta ds ee Ore Or ts ee wsviel 


ask «hem for thel. reaction in writ tig, 
: 2-8 de 


SUGGESTED ACTIVITLES, 
; : 
. f Have tLGeeal lhoeteol Peer er Gree (er ne Ceo CD ST 
' ; Have afvilae stecariess o stewar speak 


MEAT LESSON How (Qo bie 
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< PRE-TEST ICT 2. / ae 
\ SOCIAL AWARNESS - 
How close to the edge of the table should silver aaa china be 


_ placed?: 


How are the knife, fork, soup spoon, salad fork placed at each 


setting? 


' 


‘Where does the napkin g0? 


How high shoulda table centerpiece be? 


Is the butter spreader part of the setting or does it go on the 


. butter plate? « : ; ; a apes 


‘What do you.do.with silverware after removing food -from .a serving 
. dish? : 

‘ a 
What. do you use:to cut lettuce? 


How do you handle pitted fruits like cooked Rennes and. peaches? 


" When the plate is passed for a second helping, what 1s done with , 


the silver? 4 


Is ‘the butter ‘knife, used for spreading butter or vegetables? 


.Is there a special way to use the spoon when eating soup? 


How much solid food should be taken on a teaspoon? 
Should .food ever ,be cheved with the lips open? 
Is there any excuse for playing with food? , 


What do you do if you swallow. something the’ mone way and begin ‘to 
choke or. cough violently? 


i 4 ; 
Where are knife and fork placed after the meal is finished? 


% 


Is the napkin’ folded when the meal is over? 


Who makes the first. move to leave the table? 
What is the rule for serving food and removing dishes? 


What is the seating arrangement for the following: host, hostess, 
lady guest, man guest? =. . 


You are served pie a la‘ mode. Both a spoon and a fork. are beside 
your plate. Which would you, use? . ~ 


x 


/ 


- + B15. 
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23, 


” 28, 


29, 
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A,Man or ‘Lady who is a terrible dancer asks you to Sanee: What 


do ‘you say. to him? 


How should you eat the following foods: 
Olives?; Half an avacado? ‘ , 


Chicken? ; 


' 


Crisp bacon? ; 


. How much. should ote” tip an airline stewardess after a | two hour flight? 


Is it proper to tp your soup. bowl to allow you to finteh all your 
abuse . 


When you buy ‘a cup of coffee at the drugstore, how much tip should 


_ you leave? 


Should’ a man extend his hand to a woman whom he is meeting. for the 


_first time? 


a 


What is the best acknowledgement to an introduction? 


How much should you tip the waiter on a $10 bill? 


¢ i gs Handout (2) 11,2H1 


ATT *. 


TABLE SETTING 
- os : = 4 e 
1- dinner fork |. 6= dinner plate ; ll- dinney knife 


2- salad fork 7- sdup bowl ” 4 -12- soup -syoon 


a 
+ 


'3- salad plate 8- water glass 


4- butter: plate 9- wine glass 


5- butter knife ' 10- meat knife 


» | 2: 


—- 


lO. Il. | 


a: 
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\ ae 
NM PROPER EATING THGENTQUE ES* " 
“kL 
"ARTICHOKES Use your fingers, Take off one or two leaves at a time, dip in the 
aft end into the sauce, and serape off about a third of the leaf. Don't 
swallow the whole leaf; {t won't digest well. ‘Place all leaves on the 
s§de of your plate. When all ledves are removed, cut, away the thistle 
part with your. knife and fork and eat fhe heart with mee fork, 


ASPARAGUS Break off the ‘tender part with your fork, eating Lt in several 

sections, Eat “only what can be cut with your fork. ° % : 

ee a 

AVOCADOS No problem if served cut up in a sakad. When they are split in | 
half and the seed cavity is filled, scoop the fruit out of the shell with 


your apeDe: 


BACON If it is etiais. eat it with your fingers} otherwise use a erg e and 
fork. ; 


es : ae ~ ‘i : t 


; 4 : Ee 
CAKE When dry cake is ‘served, eat this with your fingers. A layey cake or 
wet cake should be-caten with a fork. “Cake or ple a 1a mode is eaten 
_ with a fork rather than a spoon, although a spoon may be ‘used to come 
- "to your rescue if * ‘the ice cream-is runny. uo 
, CANDY When a box is offered to you, take the frilled Paper cup as iat as 4 
_ ghe candy. 
CHICKENS Use a knife and fork in public. At homeor at a bienie: you might 
voy want to pick up the bones, but you should always get aa much meat of f / 
as possible first. 


‘ 


CORN ON THE COB Eat: it with your fingers. Butter only a few rows at a’ time. — 


OLIVES Eat with the fingers. Pits go into your hand and then onto your plate. 
‘PICKLES Whole pickles and pickles served with sandwiches are eaten with . 
the fingers, Sliced pickles served with meals are eaten with a fork. 


PINEAPPLE RINGS Fresh: Use a knife ane fork, Stewed: Use spoon. 

SHRIMP COCTAIL: Eat with oyster fork. Sauce may be served on shrimp or in 
separate small cup. If shrimp.is too big to eat in one bite, bite off 
a part, redip the remaining portion in the sauce and eat it. 


FRIED FANTAIL SHRIMP Using your fingers, pick it up. by the tail, “d4p it in 
the sauce and eat it, but leave out the tail., 


UNSHELLED SHRIMP Shell with your ssnBone and eat. 


SPAGHETTI Lf e woutya acquired the knack of rolling your own, good. To do 
this, hold the spoon in your left hand, take a few strands with the fork 
in your right hand and wind the fork, keeping the prongs against the 
spoon. The result should be a neatly wound mouthful. If you can't 
do this expertly, cut your spagbetti wi'th a fork. 


318 
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"TIPPING 


How you tip La almost as important as how much you tip. het your 
manner as well as your money express your thanks for the service that has 
n * been given to you. 


When should you tip? You tip only employees who have served you per- 
sonally. ‘The owner or manager is generally not tipped, even Lf he does 
. the same work as the employees, é 
oF : s "4 
- As an average you would tip about 15% of the bill...more for special 
services. The amounts suggested below are approximate standards; 


. 


TAXI: 15% or more, never less than 10¢ for a minimum fare. 


LUNCH COUNTER: 10-15%, No tip necessary for just coffee, sundae, or soda. 


WAITER: Generally 15%, but at least 25-50¢ per person.’ 


Headwaiter: No tip for seating you. If he performs special services, 
Oo ‘ such as making advance arrangements, $1-$5 (always paper 
money) is sufficient. If the location of the table is 
important, tip before dinner. Otherwise a tip for special 
services is given after the dinner. 


* -HATCHECK GIRL: 25-50¢ per PEFSONs ; ' a 


“oF 
a 


RESTROOM MATRON: For towel ead “soap, ome More for spectal service. 
ge . ? e 


shozsuiNE BOY: 50¢ “ $1 . oo, 


oe : : : 
BEAUTY PARLOR: For Germancies 15% or $1," whichever is higher; for a set 
mos not less'than $1 (generally [§%). 


= : . | on 
PARKING LOT ATTENDANT: If he parks and retrieves your car, 25-50c, 
MESSENGERS, STORE DELIVERY BOYS: 25-50¢ ° | | 
REDCAP:: Usually 50¢ for each piece of luggage, regardless. of sive or dis- 
tance carried, ad 


* AIRLINES: No one on board the plane is none Skycaps usually get 50¢ per 
: bag? 


HOTEL ROOM SERVICE WAITER: .15% of check, but not less than 50¢. 
HOTEL CHAMBERMAID: No.tip for very short stay; probably $2 for four or 
five days; at a resort hotel, usually. 50¢. per day. 


Handout (2) 11,2H4 
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HOTEL BELLHOP: 50¢ Per plece of luggage. 


DOORMAN:  50¢ if he calie a tax for you; more if hes “helps you’ remove 
mineeno fron your car, : . = 


4 


TENNIS: “Locker room’ “attendant; 25-50¢ at public court. 


GOLF: $2-$4. per round, Consult the starter or pro, as,sometimes the 


tip is included in the caddy fee. _ i ". 
/ 
/ 
* vs ; 
; ‘ 
- 
Handout (2) 11,284 * (cont.) 
. \ , 
329 , 
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SUPPLEMENTAL. - ; y 
TEACHING MATERIALS FOR ICT) 
-GENERALLY RELATED LESSONS 


” 


BROOKS 


Corinth, Kay, Sargent, Mary, Male Manners: The Young Man's Guide, David 
’ McKay Company, Inc. New York, New York 1969. 


Post, Elizabeth, The Emily Post Book of Etiquette for Young People, Mick 


and Wagnallis, Now York, New York, 1967 e 
Pl 
weryday Courtesy, 11 ao black and white, state, 1967. 
You. and Your ‘Family, 8 minutes, black and white, state, 1951.. 
‘ \ ‘ 
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UNIT 12 
/ HOW TO INVENT . 
ec Lesson 1. Successful Inventing 
Lesson 2. Questions for Inventing 
Lesson 3. Aide in “Inventing ; 
| Lesson 4. Forces That Affect. Inventing. 
Lesson 5. Patents 
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Ve Oo i Unit_12 _ 
Lesson" 1 


SUBJECT: Successful Inventing (How To Invent) 


OBJECTIVE; The student will ‘be able €o create. a change. in a device or a 
condition. (Written out). 


TEACHING AIDS: Overhead — chalkboard 


. MATERIALS: _ Transparencies (2) 124Tr-4 


REFERENCES : Shlesinger, - B. Edward, The Art of Successful Inventing. 
Kelly, Hafner Aseocdates, Inc., 1738 Wisconsin Avenue, N. W. 
Washington, D. C. 20007. we 


1.” PREPARATION (of the learner) _ 


Have you evér wanted to.invent something? (Ask students first). 

Discuss all aspects of present and past inventions, Get: an idea of 
_what the class knows about inventing. Have:students divide into 

equal groups and choose one article within the classroom ‘that they 

would change and how they would change it. ' (Also discuss why). Have 
you ever had the desire to invent, but only thought about it? 


; 
2.._PRESENTATION. (of the information) 5 
INSTRUCTIONAL TOPICS KEY POINTS (things to Eemember to do or sayy 
’ . tanita tet ' 
A. .Definition of an invention A. Ask class for definition ‘of inyention. 
: . 1. An invention is created L. Show (2) 121T1l. Make a list of 
ok when existing conditions past and present inventions and 
or devices are changed. put on chalkboard, 
'B. There aré two types of in- B. Show (2) 12112 
' « ventions. : 

\ 1, ; Utility - involves a 1. Example of utility inventions.. 
‘change in functibn, a) Add eraser ii of wooden 
whether appearance is - : pencil, --7 
altered ‘or not. ~ b) ‘Add dimples togolf ball for 

\ ' greater distance, 
_ 2. Two conditions necessary 2. Decide from list on board ante 
for utility inventions. would be utility’ invention, 


a) Difference must exist between 
what existed before and what 
was created. 

b), The difference must create 
an advantage over the original 

‘ : : : invention. 


723 | 2, 


JA Fuirtoxt Provided by ERIC 


3, Desigh ~ a design in- | 
". vention involves a change’ 
in appearance and not 
_ function. «° 


C. An example of inventing | C. 
, shows that it'is a step prom -. 
cess, 
‘1, What are the disad- 
vantages of a simple 
blackboard eraser? 


* 


2. What are some solutlons? 


'3, We should continue re 
viewing until we feel 
reasonably sure that all 
possibilities have been 
exhausted. 


Dd. There are two initial. eteps D. 
to inventing. | 
1. Tracing the history of 
a specific area of 


, interest. 


2, Studying the classifica- 

 -tdon of that area of 
interest and also it's 
related areas. © 
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* 


3. 


NUS (Chings to remember to do_or_ say) 


Examples of design invention 

a. Pattern on piece of silver- 
ware or carpet does not 
affect function. 

b. From list on board decide 
which are design inventions. 
Show (2) 121T3. 


Show (2) 12114; discuss specific 
inventions; for example, a blackboard 
eraser. 


1. 


x 


Disadvantages 

a. Becomes dusty and gets chalk 
on hands and clothes. 

b) When dusty does not wipe 
properly. 

c. Must. be cléaned regularly. 

d. Doesn't wipe a large area. 


» Solutions 


a. Wet type.of eraser. 
b:; Changeable wiping surface, 
c, Clean eraser with miniature. 
" vacuum cleaner at blackboard. 
d, Increase size of eraser 
Stress considering the disadvantages 


‘of an article is but one of the 


many ways of inventing. . 


Refer.to table on pages 26-27, The 
Art of Successful Inventing. 


1. 


Tracing history 

a. Tells'where we have hace: 

b; Tells where we are going. 

ci Greatest invention strides can 
be predicted in five areas. 


1) Health ' 
2) Transportation 
3) Food 


4). Clothing 

5) Culture 
Refer to U. S. Manual of Classifi- 
cation, U. S. Government Printing 
Office, Washington, D. C. 
a, Three primary divisions of 

classifications. 

1) Mechanical 

2) Chemical 

3) Electrical 


: . b. Have the students construct a 
‘ “=. = * ee ' history of their assigned projects, 
; , i e.g. hammer, screwdriver, etc. 
c. -Have students prepare classifica- 
, tion tables on these items. i 


; 1) Saw 
- , * « 2) Handle . : f 
. ° Sue" 3) | Teeth 
iS 4) Round or jagged 
“ 5) Rip. 
6). Cross ‘cut 
7) Jig . : 
3 APPLICATION : * ‘ 


Obtain for the class a srowdriver ; pliers, ‘hammer, and wrench. Divide *- 
class into groups and PapEeve the tool. , 


a ¥ - 7 ‘ oe : aa 
Have the students cfeate. a change in a device ora condition. 
(Invent something) ; 


SUGGESTED READING: The Art of successful Inventing, B. Edward Shlesinger, Jr. 
an Chapters 1 and 2 


: : = Mwy ic : ‘ : : 
SUGGESTED ACTIVITIES: Guest speaker f£réni community. ‘gonaone wtio invents 
: | or is a craftsman. ae : 
NEXT LESSON: Questions for Inventing = ~ 
e. > : | sf . a 2 x ; Sa ; : a , 


CHANGING IT 
z,, (THE EGG AND m) [ 
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SUPPLEMENTAL ‘ 
TEACHING MATERIALS FOR ICT- 
GENERALLY RELATED LESSONS 


=. 7 Unit_12 
; Lesson_1l__ 
BOOKS 


3 , Kelly, Hafner Associates, 
Inc., Washington, D. eG. 1973, 20007 ee 


Shlesinger, Jr: B, Edward, ‘The Art of Inventing 


U.S. Manual of Classification U. S. Government Printing Office, 
Washington, D. C., 1975 20402 


BOOKLETS 


res gs, 


Do fou Know Your Economic ABC's? Patents: Spur to American Prog 
prepared under supervision of Office of Public Affairs, U,,.S. 
Department of Commerce, Washington, D. C., revised 1969, GPO code: 


' 1969-0-363-723. 


General Information Concerning Patents, U. S. Department of Commerce 
Publication, Washington, D. C., revised June 1974, GPO code: 1974- 


0-550-030. 


———.. Patents and Inventions: ansInformation Aid for Inventors, U. S. Department 
of Commerce Publication, Washington D. C., revised April 1974, 
GPO code: 1974-0-534-185. 


The Story of the United States Patent Office, U. S. Department of Commerce, 
Publication, Washington D. C., January 1972, GPO Code: 1971-0-429-170. 


FILMS 


Why. Man Creates, 25 minutes, color, State, 1970, 


PAMPHLETS 


i 


‘ \ 
and A about Patents, U. S. Departmant of Commerce Publication, 
Washington D. C., 1974, 20402 


and A about Plants, U. S. Department of Commerce Publication, Washington 


~D., C., 20402 GPO Code: 1969-0-339-227. 


_and A about Tradtwarks, U. S. Department of Commerce Publication, Washington 
D. C., GPO Code: 1971-481- 325/59. 


JOURNALS 


Official Gazette of the United States Patent Office, U. 5. Department of 


Commerce Publication, Washington D. C., ene. published weekly by 
authority of Congress. af 
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INSTRUCTOR'S LESSON PLAN 
Generally Related Information 


: Unit_12 
Lesson__ 2 


SUBJECT: Questions for Inventing 


OBJECTIVES: The student will be able to discuss and describe three basic 


questtons asked byinventors when inventing. 
. TEACHING AIDS: Transparencies (2) 122T1-7, Handouts (2) .122H1-3 
REFERENCES : Shlesinger, Jr. B. Edward, The Art of Successful Inventing, 


Kelly, Hafner Associates, Inc., 1738 Wisconsin Avenue, N.W. 
. Washington, D. C. 20007, .1973. 


PREPARATION (of the learner) 


“pl 
an | 


Area covered by lesson 2: Chapters 3,4,5, and 6 J 


A, From the list of inventions dn the board from Lesson 1, think of 
how these inventions came-about., What process was -used? 


B. Ask: "What caused most inventions to come about?" 
C, Discuss: "Is there any invention that would make your job easier?" 


2. PRESENTATION (of the information) _ 


INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say) 
A. Questioning is a vital part A. Inventor should always be on guard 
of inventing. for complaints, 
I. Problem 1. Show (2) 122T1. 
a. Abnormal situation a. Pass out (2) 122H1 
b, Recurring breakdown b. Look for the unusual. Find 


examples of abnormal situations 
on the job, at school, at home, 
Refer to (2) 122T2-3. 
«<, In reference to injuries, show 
(2) 122T4, 
An inventor should study a B. Stwess (ask what it is ). Show (2) 122T5. 
subject in detail as to 
quality and quantity. 


o 


1. Composition of each part 1. Consider the packaging of a book 
. s ‘ of matches, 
2. ‘Appearance frequently . 2. Think how the packaging could be 
results in new inventions. made more functional. : 
a. Size ‘ 
‘b. Shape — 
c. Color 


Q 


PRESENTATION _ of the information) _ m 
_RKEY POINTS| 


RUCTIONAL TOPICS —__—KEY_PO: 


(things to remember to do or say) 


3. Weight te an important 3. Use flight or boating as example. 
aspect of invention. 
4. Other qualities or char- 4. Example: _Give an example of how 
" acteristics. your project can be made 


a. radioactive 
b. magnetic 


C. Explore objects through tha C. Refer to (2) 122H2 
"Tree System". 


1. Can I improve the 1. Stress why tt exists. Show (2) 
advantage? 122T6. 
a. Use five senses, ; 

2. Can I correct the disad- 2. Refer to (2) 122H3 
vantage? 

D. Understand the related op~ D. Stress how and why it works; Show (2) 

erating functions and principles? 122T7. 

l. . Ask: “When it is used?" 1. Use chalkboard as example. 

2. When can't it be used? 2. Use chalkboard erasers as example. 

3. The question, "Is it used?" 3. Use determined by: 

poses the question, "Where , a, élimate ' 
can't it be used?" b. geographical area 

4. By knowing how it is used, 4. Stress: Be familiar with each 
{mprovements can be made and new development project knowing 
applied to other fields. . in detail the hows, whys, and 


whens as they relate to functions, 
principles, and use. 


a er 


ee Sanaa 


3. APPLICATION 


1. Have students deseribe a new invention that has made their job 
aafer or easler. 
2. Each student will hand {tu a development of a device. 


4. TEST 


l. Make a List of questions that inventors should use in creating a 
device or condition. (3 questions) 
2. Discuss or describe the reasons for the questions in #1. 


—— —— ——= —— =< SELLE oe + 


SUCCESTED READING: The Art of Successful Inventing, B. Edward Shlesinger, 


Jr., Chapters 3,4,5, and 6 


NEXT LESSON: Aids in Inventing 
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Transparency (2) 122T7 


re. a 
Suppose 4 student constantly drops the blackboard eraser and 
complains that he cannot hold on to it. Obviously a problem 
exists. 


Example 1: 


Solution: — : . 
. @ 


fr 


+ 


“> Example 2: A brand of book, ma tches eenuently fails to light. Analysis 
shows that the gptch head is damp from humidity in the air. 


4 


. Solution: : . 
& 
& 
. j 
@ 
f 
Handout (2) 122H1 
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“THE TREE SYSTEM" 


Ultra ~ Infra White Laser 
. violet red light light 
: light light 
Pressure Light Electrically Heat * Dust 
Release 4 Erasable |. ui Erasable Erasable Erasable 
Surface 7 Surface. % Surface Surface Surface 


Stone Tablet Hewn Log Papyrus Scroll 


34 - Handout (2)-122H2 


521 


s : ; % 
3, Disadvantages - The remaining matches in a match book frequently ig- 
nite accidently. , 


Invent 


4, Disadvantages - The ordinary match book has no built-in match dis 
posal system, oo 


Invent he Sas 


Handout (2) 122H3 
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“Shlesinger., Jr. B. Edward, The Art of Inventing, Kelly, Hafmer Associates, 
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BOOKLETS . | 


Do You Know Your Economic ABC' s7, Patents: Spur to American Progress, 


‘prepired utider supervision of Office of Public Affairs, U. S. 
- Departoment of Commerce, Washington, D..C,, revised 1969, GPO colle: 
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General Information Concerning Patents, U.S. Depar tment of Commerce 
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"ment of Commerce Publication, Washington D:C., revised. April 1974, --~ ~~ 
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Inventions In America’ 3 Growth , --£750-1850, 10 minutes, state, 1956, |. 
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dngton D. C., GPO code: 1971-481-325/59. 
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JOURNALS . 2 . 


Official Gazette of the United States Patent Office, U, S Teparcient of 


Commerce Publication, Washington D. C., 20402, pub lished weekly by 
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a INSTRUCTOR'S LESSON PLAN@) SS tC 2 
wy '* . Generally Related Information 
; _ oo Unit_12 
‘ - Lesson__3 
: sunieer: oAkae in Tnvent ee 
“ONJECTIVE: The “atudent will be able. to discuss and use the beens in inventing. 


\ 


"TEACHING AIDS: Opaque projector, sworhewdh pre jester 


"MATERIALS: Transparencies (2)"12371- 3 . > 


REFERENCES : Shlesinges, B. Edward, The Art of Sucéessful Inventing 
es : “Kelly, Hafner Associates , -Ine;, 1738 Wisconsin Avenue, N.W. 
“ie ark penne es D. c. 20007 ., 1973, a 


TCU PREPARATION (of the learner) SSCS 
med : ‘ y hae 
- 1, Do definitions of concepts, vary from: person to person? 
xe 2. Show (2). 123T1. Use a simple example, e.g. pa and, see different | 
: thoughts. ~~ ae z oo: 
oa a.g-beer cap | [2 * 
b. hat, etc. . oT CO 
. i . : " ; Z = _ Ms - . : 
2c. PRESENTA £ the inf ct ec ee oe ot, eee 
INSTRUC ONAL, TOPLCS "KEY POINTS things to remember to do of say) 
A, Woxd image % Use of synonyms 
/ od ‘Define word image. 1, Broadens inventive perspective; 
show (2) 12372, 
 B, Definition image. 'B, Define subject .to inupreve it. 
ol 1.. Permits you th interrelate actib = 
: nations of .words to, produce new. 
: ideas, 
C, Combinations * ; C. Take two or more inventions. Produce 
ae ', anew invention, — 
ie a 1. Try every possible way 1. Place them together to (2) 123T3 
D, Substitution . D, Replacing oné part of the unit or 
_— . system for another to develop a new 
een {3 : 3 _ invention, : 
E, Addition 'E. The joining of similar units to one 
: - unit. , 
F, Deletion F, The elimination o£ a part or portion 
to make a new invention, 


. _ tS 


JA Fuirtoxt Provided by ERIC * + - 


G. eau. | G. shifting. reversing, or otherwise 
; 2 =) regrranging parts. 
Hl. Adjustability ' He. Fixing, setting or holding a related 


Rd 


3. APPLICATION 


1, Have students describe a new invention using. 
a. Substitution pA : 
b. Addition 
- ¢. Combination 
d. Deletion ; a i 
e. Rearrange ie ho a 
2, Have students discuss word and definition ima ges to ai, them in 


creating an “inventidn. 


t. TEST Oe i aria a aor 
’ $y aye stidants ‘list five wean ae parts or at aid tq” ine’ 
venting. — 
2. Definé an. object or item (such as a pencil) and substitute Synonyms “ . 
wees terme to create a new | invention. Se. 4 


“SUGGESTED READING: ‘Sileninser, Be Edward, te. The ee of. Successful 
’ . Inventing, Chapters 1s 8, and, 9. 


NEXT LESSON: Forces That Effect Inventions | 
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THE WORD IMAGE. 
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Patents and Inventions: an tnformtiton Aid. for Inventors, U. S. Department 
of Commerce Publication, Washington D. C., revised Peart 1974; 
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‘state, 1956. . . a 
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"Q and A about Patents, U. S. Department of Commerce Publication, 
: washingéen, D. CL; 1974, 20402 4 . ++ 
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Be, wails " ghoteucror's telson PLAN 
F rs _, Generally Rela ted | acnemeeeany _ 
3 : . har oo “Undt_12_ 
ae ' = 8 Lesson__4 
SUBJECT: “Forces: That Effect - Inventions | 


,) OBGECLIVE: . 


The student iii: be able to; define ot discies the physical & es 


o in and effects in, the. de e lopment of inventions. i Loe 
TEACHING AIDS: : Overhead projector: 
MATERTATS : ‘aie: (2) 124H1-2, Transparencies (2) act : 
|, REFERENCES: Shlesinger, B. Edward, Jr., Art’ | tnventin 
ee 4 Kelty, Hafner Associates, Tne..s 1738 Wisconsin ane N. We 
ge OM s NAPIIOED OM: D. C. 20007 “e 
“i 
) 
_ Hage atudhute’ ‘abeada a ine ‘of the physical coikes’ ‘that might change : 
, or create new inventions from materials: found ini. the home. 
- EXAMPLE: Pressure forcé., Write: small lettota® on; dinulated, blackboard, i 
. we of stretchable inarentat. » Then stretch materind ba watch apes p aT Arae ig 
aa ° : 3 j 7 ee rs mae or 
: A. Change eT A. Can effect ‘inventive chavee? in’ or 
: i . subject... ; : 
. : 1. Used in fields dg chemistry’ or 2%, x 
; electricity. st - ee. 
2, Show (2). 12471 : : : 
B. Pressure wig eS ee alee Bis ‘Ways “in whieh eens ween Oe 
vy ae : inventions. -Refer to (2) 124H1 
¢. Temperature, gravity, ee Used principally in areas of * 7 
. other forces and character-. +. electricity and chemistry, Show. _ 
‘ "istics, . (2) deara, oP one 
. me is q ’ © al wad 
: _D, Limiting factors D.. Stxeas: Be ‘aware of the parameter, 
: 1. “Laws : ‘ 
- 2. Controls - _ 
4. Regulations 2 of 
5; Requirements 
6. Restraints ie 
- ; - 
a 2% . = 
“B52 : 
o_ “ r _ om. 


PRESENTATION (Cont inued) 


=INSTRUCTIONAL TOPICS 


26 


"KEY. PO 


E. Materials .. E. Availabili 
1, Characteristics ne 


“'Fy. | Bquipment;’ Labor ard. time. ‘ F, Availability and cost 
i, i he ee a ; be toe a 
“'G. Spacey - : , G. May necessitate the desigh 

, 


/0f a special 
~ ; ~ tool. Shaw (2) 12473 


He. Storage = ° H. Handout (2) 124H2 


Ii . Assembly and disassembly’ 


J. Uses oO a9 oe naa 
K. Transportation oes | 
. Le Safety. a) ramen Fo Protecting the worker, Show. (2) 124T4 


“ 


“M.. ‘Precision 


3. 


“APPLIGATION >. 


a " 5 ts a ee : ailiee or 
Have students discuss the forces that entions; divide 
‘© small groups.’ .° i 


* ‘ 


d Have students list the:.forces, that effect or change inventions. 


is a oA =  # 
' SUGGESTED READING: B, Edward Shlesinger, Jr. The Art of Successful Inventin 
as : . Chapters 10,11,12, and. 13 « pe . : 


NEXT LESSON: Patents © 
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THE WORKER 


‘ , 54 
Inventing By Using Physical Force . a 
PRES SURE: he 
The ways im which the application of pressure produces inventions. 
EXAMPLES: - | 
, of 
/ Abrading Fluidizing splitting - . 
Absorbing. Forcing springing ; = 
Beating Forming f 
Bending | Gasing ri 
Blowing Grasping "i " 
Bond ing Gripping stents 
Caut erizing Hy draulicking _ sWetching 
‘Cent rifuging Inflating a = Stripplig aed 
Chewing Kneading - Sveating » - 3 
‘Clapping Milling Tearing | uv . 
Clinching Peening : Tens bon ite 
Comminu ing : Pdlishing ceuioe 
Comp resuilug Pounding Twisting 
Crushiny, | . Pressing Vacuuming 
Decordicating Pulling Whipping 
Deflating | 7 Kipp frag deen datas: 
Drawing | Rubb ig | Vulcantzing 
Prilling - Rotating 
Exhaus ting . oa . Rout ing 
— Fe 
Expand ing - Standing | 
Exp lod ing | at ‘“ Shearlng 
Extrud dig ._... _ Shooting 
Flexing. | Shredding 
od § que azing . Handout €2) 124HL 
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Us é 


St orage 
Packaging 
Shipping” 

“As ceanie . se 
a Disassembly 

7 ., 


’ Safety 


fd 


Conditions Imposed on an Item in Storage Which Effect I[nveations: 
' Time 

Temperature 
Light Bksosuwe "4 i 
BE fective Electrical 
Fields or Magnets 
Size of Storage Facility 
Explosive Conditions 
Humidity 
Composition 


Pressure Changes 
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INSTRUCTOR'S LESSON PLAN 
Generally Related Information ne tT 


Patents . 


oF 
inventions. 
4 = 
Overhead projector 
Handouts, 


(2) 125H1-2, 


B. Edward Shlesinger, Jr. 


The student will be able to discus 


s and describe protection of 
i 


ee 125T1-2 


The,Art of Success ful Inventing, 


Kelly, Hafner Associates,-Ine,, 1738 Wisconsin Avenue, N.W. 


Washington, D. €. 20007 


Mi 1, PREPARATION (of the learner, 
5 
Two different men have invented a new but same machine that should be 
patented, Their applications have just been received at the U. S. 
; Patent Office. Who is entitled to the patent rights? : 
2, PRESENTATION (of the information ; 
INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say) 
A, Patents A. Definition of Patent, 

1. Foundation stones of lL. “A contract agreement with the ~ 
most industria] cor- government whereby the inventor 
porations of the world is granted a patent in return for 

» today, ; public release of his invention 
, in the form of a printed document. 

2. Comprises a description of 2. Shew (2) 125H1, 
the invention, drawings 
where applicable, and a 
élaim or claims de fining 
the invention. 

3. .Keep careful and detailed 3. Information establishes a date of 

» notes of research, conception which may be impor tant 
in determining who was the first 
inventor when two or more inven- 
cors come up with the same idea, 

4. Date each entry and have 4. Enables him ta better evaluate his 

ro : them witnessed amd dated invention with respect to others. 
by someone who understands 
project. ° . “s 
' 5, Should consider a search in 5. Consider hiring patent lawyer or 
order to determine whether patent apent to do search. 
idea is novel. : 
362 = 


2. PRESENTATION (cu) we 
_INSTRUCT oNAL Top 7: 


SY POINTS (things ro renenber to do or say) 


B, Practioalgt- and Uikeli- — B. Most patented developments are commer- 
hood of guce-s3. cially successful either because they 


are actually manufactured or, because they 
serve as a defense mechanism for a 


corporation. 7 a 
lL. Mast tndividual in- 1. Show (2) 125T1l. 7 


ventors became successful 
because they have a good 
markecing approach. 


C. Copyrights C, Purpose of copyrights \ 

1. Goes to the form of l. Protects the writing@%—f an author 
expression rather than against copying literary, dramatic, 
subject matter of the musical and artistic works. 
writing. 


2, Registered in the Copyright 
O&fiee im the Library of 


Congress. 
Q. Trademarks. Db. Definition 
1. To'prevent others from 1, Refers to any work, name, symbol 
using a confusing sim- or device which is used in trade 
{lar mark, ‘with goods to indicate the source 
of goods and distinguish then from 
goods of others. 
E. What can be patented? E. Study Law ot January 1, 1953, in Lhe 
Art of Inventing by Shlesinger, 
pp. 123-124. 
tL. specitie subjece matter 1. Show (2) 125t2 . 
and conditions, 
" 2, Patent offdee administers 2. nhew (2) Leole 


the law. , 

3. Specifies the general field 
of subject matter. 

4. Specifies the subject matter 
must be “ugeful", 


F, U. S, Patent Office an Discuss vac bois 
1. Adwinisters the patente 
Laws . 


2. Examines applicattons. 

31. Grants patents, 

4. Publishes issued patents Ag 
and various publications, 

5. Maintains a search room for 
public use. 

6. Supplies copies of records 
and paper. 
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PRESENTATION (Continued) ee : Pe eee eee eee 
INSTRUCTIONAL TOPICS | KEY POINTS (things to temember to do ox say) 
: G. Interferences G. . Purpose of an "Interference" proceeding. 
7 1, When two or more 1. Instituted by the Patent Office 
applications are filed to determine who is ‘the Cirst in- 
é by different inventors ventor and entitled to the patent. 
claiming basically the : 
same patentable inven- 
tion. : 
- : ae 
H. Nature of patent: and patent H. Length vf patent 
rights. . 
1 Issued in the name of 1. Contains a grane to patencs for 
the United States under term of 17 yaars, u 
the seal of the Patent 
Office 
2, Exact nature of che right 2, Only grants the right to exe lide 
conferred must be carefully others from making, using, or 
distinguished. selling the invention. 
3, After patent has expired, 
anyone may make, uee, or 
sell the invention without 
permission of the patentee, 
“ : 
LI... Infringement of patents. I. Patentee may sue in relicf ™ 
1. Consists in the unau- 1. Show (2) 125T2. 
thorized making, using, 
or selling of the pat- 
ented invention, 
a OE Teter See ene er ee 
3, APPLICATION 
1. Have students make a list of ten items ‘that are in the classroom 
which have: eS 
a. patents 
b. trademarks 
ce. copyrights . ; 
° t 
4, TEST 


1. Have 
2, Have 


students define patents, 
students describe the-functions of the UL. 4. 


Patent Office. 
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SUGGESTED READING: 


B. 
Inventing, 


Edward Shlesinger, Jr. 
Chapters 14 and 15 
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PATENTS 


for 
. A patent is a contract agreement with the government whereby the in~ 


ventor is granted a patent in return for public release of his invention 
in the fotm of a printed document. The patent is a limited monopoly * for 


a period “of years depending upon the country in which the patent, is granted, 


_It does not give the inventor the right to manufacture, use, or sell but 


rather it gives the patentee the right to prevent rhers from doing so. 


an inventor has the right to manifacture, use and sell only, if he is 


not infringing a live patent, All patented inventions fall into the public 


domain upon termination of the life of the patent. ~ 
/ 
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PATERT LAWS a ote 


. Vaine: Gonstitution of the United States gives ‘oan cue the power ro _ 

if enact ldws relating to patents, in Article 1, section 8, which reads ,-~ 
"Congress. shall have power... t0 promote the progress’ of science and 
useful atts, by secur it “\Eor limited times to authors and inventors the 
exclusive right to their: ‘respective writings and discoveries." Under this 
power Congress has from “time to time enacted various laws: relating to . 
patents, The first patent law was enacted in.1790. . The law now in effect 
is a general revision which was enacted July 19, 1952, .and which came into 
effect January 1, 1953. This law is reprinted in a pamphlet entitled Patent 
Laws, which is sold ‘by the Stperintendent of Document s, U.S. Government 
Printing Office, Washingtdn, D.C, 20402, : 


&. 


The patent law,specifies the subject matter for which a patent may be ob- 
f,,, tained and the conditions for patentability. The law establishes the } 


; e “Patent. Office for administering tha Law relating to the granting of pal= 
«ents, and contains various other provisions relating to patents. 


1 
: + : sh oo 


* 


WHAT CAN BE PATENTED 


The patent law specifies the femeral field of subject matter that can be 
patented, and the conditions under which a patent may be obtained. 


In the language of the statute, any person who "invents or discovers any 

new arid useful Process , machine, manufacture; or composition of matter, or 

any new and..useful . ign@pwenents. thereof, may obtain a patent,” subject tom 

the conditioag Snd$g hots of the lays By the word "process" is meant 

a process orm thogyy “processes, primarily industrial or technical | 
ra 


processes, may -be«' a The cer "machine" used in the statute = 
no explanation. term "mpnufae care" refets to articles. The te 
"composition of matter" relates to chemical compositions and may include 
mixtures, of ingrédients.as_ yell as new chemical compounds , These classes of 
° : * slibject flatter taken togetKer include practi¢a tl everything which is made 
"by man’ and the processes for making them. 


The Atomic Energy Act of 1954 excludes the patentiny of inventions useful 
sOlely in the utilization of speetal nuclear material o: atomic enerpy for 
atomie weapons. 

y ‘ = 


‘useful", Lhe Lenin 


that the subject matter must be 
"useful" in this cophection refers to che condition that the sutject matter 
has a useful purpose and also includes operativeness, that is, a machine 
which will no? operate to perform the intended purpose would not be called 
useful. Alleged inventions of .perpetual motion machines are’ refused patents. 


The stdtute specifi 


Interpretations of the statute by the courts have defined the Limits of 

the field of subject matter which cAn be. -patenteds..thus—it—has-been-hebd poor 
that methods of doing business and printed matter cannot be patented. ig 

In the case of mixtures of ingredients, such as medicines, a patent cannot 

be granted unless there is mora to the mixture than the effect of its 

components. (so-called patent madicines are ordinarify not patented: 


3 3 tng Handout (2) 125H2 o 
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‘ing that the medicine is patented.) It te % 
eB 


& 


the phrase “patent medicine" in this c 


ion does | not have the mean-/' 

ten said that a patent . ye 
cannot be obtained upon a mere idea or suggestion, The patent is’ granted 
upgn the new machine, manufacture, etc., as has been said, and not upon ~ 
the idea of Suggestion of the new machine. As will be stated later, a | 
complete daskeription of the actual machine or other subject matter -sought’ 
to be patented is required. 


rt oO 


. / 
NOVELTY AND OTHER CONDITIONS FOR , 
wi OBTAINING A PATENT ; 
in order for am jmventiom to be patentable it must be new as defined 
in the statute, The statute provides that an invention cannot be pat- 
ented if-- ; : - 


"(a) The tuvention was known or used by ee s in this country, er 
patented or described in a printed publication in this or a foreign coun- 
try, before the invention thereof\ by the applicant for patent, or 

"(b) The invention was patetfted or desaribed in a printed publica- 
tion in this or a foreign country or in public use or on sale in aia a 
country more than one year prior to the date’ 9f the application tots 
patent in the United Stdtes ie ahecs 


If the invention has been described in a printed publication anywhere 

in the world, ot if it has been in public use or on sale in this country 
before the date that the applicant made his invention, a patent cannot 

be obtained, If the imvention has been described in a printed publication 
anywhere, of has been in public use or on sale in this country more.dhan 
one year. before the date on which an application for patent is fil it. 
this country, & valid patent cannot be obtained. In this connection, is 
immaterial when the invention was made, or whether the pr ted publication 
or public use was by the inventor himself ot by soneone else. Tf the 
inventor describes the invention tn a printed publication ot uses the 
invention publicly, or places it on sale, he wust apply fur a patent befure 
one year has gone by, otherwise any site Lo a patent eit be lost, ? 


even ff the subject matter sought to be paterted ta nul exactly shown 

by the prior art, and invelves one.oc more differences covet the most 
nearly similar thing already kmown, a patent may still be refused if tue 
differences would be obvious. The subject matter sought to be patented 
must be sufficiently different from what has been used or des@ribed be-, 
fore so that it may be said to amount to invention over the prior art. 
Small advances that would be obvious tv a person having ordinary skill 
fn the art are not considered inventions capable of being patented, 

For example, the substitution of oné material for another, or changes 

in erate are Guctnae tly: not patentable. 
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THE UNITED STATES PAT. VE OFFICK 


Congress. hag established the United cates Peceat (! ire to pertorm thie 


function of {gsuing patents on behatt of 1° ooment, The Patent 
a ? j > he = i 
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“Superintendent of Patents” 


Office as a distinct bureau ay’, be said rae) axes cea! the y ear “£802 whem 

a separate official in the De tment of State-who became known as 

t Bced in. charge of patemts. The revi- 
sion of the patent laws enacted¥in 1836 reorganized the Patent Office and 
designated the officialgin charge aw Commissioner of Patents, The Paten: 
Office remained in the “Department of State until 1869 when £t was @rans- 
ferred to the Department of the Interior, and in 1925 Lt was trams fer red 
to the Department of Commerce, in which Department it is toGay. 


ge 


The chief functions of the Patent Office are to admit ister the pal err, 

laws as they relate to the granting of legrers patent for inventions and . 
to perform other duties relating to patents, It examines app licat iors for ~ 
patents to ascertain If the applicants are entitled to patencs under ‘the 
law, and grants the patents when they are qo, entitled ; it publishes issued 
patents and various publications Concerning patents, anc patent laws, records 
assignments of patents, maintains a search room for the use of the public to 
examine issued patents and records, supplies copies of records: amd other 
papers, and the like, Analogous and similar functions are petfoamed with 
respect to the registration of trademarks. The Patent Office kas no juris- 
diction over, quest ions of infringement and the enforcement of #atents , nor 
over matters relating tothe promotion or utilization of patents or iamremtions. 


The héad of the Office is the Commissioner of Patents and has staff tneludes.,,. - 
several assistant commissioners of patents and other officials. As head of 
the’ Office, the Commissioner superintends or performs all duties respecting 
the granting and issuing of patents and the sxegistration of t redemarks; 
exercises general supervision over the entire work of the Patent Office; €- 
prescribes the rules, subject to the approval of the secretary of Commerce,” 
for the conduct of proceedings in the Patent Office ané for recognition of * 
attorneys and agents; decides various questions brougat before hin by . 
petition as preseribed Ly the rules, and performs other duties necessary 

and required for the administration of me Patent Office atid the ReoaneS 
of its functions. 


The examtnatfou of applicatious fur patents ia the Lateest @nd most ‘Lmao s - 
tant function of the Patent Office, Whe work 18 divided awong a mutaber of 


examining groups, each wrogp having juriediction over certtadn assigned ~ 
fields of {rvention. tach group 18 headed by a group Girector and staffed: 
by a number of examiners. The examiners perform the work o£ examining 


applications for patents and determine whether patents can be granted, An 
appeal can be taken to the Board of Appeals from theit decisiomy refusing 
patents and a review by the Commissioner of Patents may be had om other 
matters by petition. The examiners also decefinine wher am Sn terference 
exiats between pending applications. ot a pending app licat ton and a patent, 
institute interference proceedings in such cases and ear and dect de: ces Ta ie 


pep tminety questions | xaised by contestants, 


o.. 
ERIC 


FullText Provided by ERIC 


“inet Iidd-ttor ‘tothe examining: groups, the Patent Office has @ number of 


sect ior, divisions, and branches:which perform various other services, such 
as receiving amd distributing mail, a new apblicatiat.s, andl img sales 
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ings, 


of printed copies of patents, making. copies 
recording’ Bent erieness and #0 on. 


At the present time the Patent’ Office Hus’ about 2, 700 widipyeta 4 phot, . 
about half are examiners, and others with. technical: and legal training. - 
Patent applications Are. received at the rate of over .90,000° per year, > ’ 
The Patent Office; réceives over three million pieces of mail each year, . ‘ 
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